Part Il 


Structure 


"I don't need none", shouted the lady of 
the house before the young man at the 
door had had a chance to say anything. 

“How do you know, lady?" he said. “I just 

might be selling grammar books." 


1— The Sentence 


The sentence is a sequence of words capable of standing alone to 
make an assertion, ask a question, or give a command, usually 
consisting of a subject and a predicate. 


The Subject of a sentence is the person or thing the subject is 
about. In some sentences the subject is understood, e.g. Stop! 
(The subject ‘you’ is understood). Generally though, the 
complete subject includes the noun or noun substitute alone, 
without any of its modifiers. It normally occurs before the verb 
in sentences: e.g. 


The woman in the frilly pink dress came into the 
room. 

(the noun ‘woman’ is the subject) 

Where are you going? 

(the noun substitute, pronoun ‘you’, is the subject) 


The Predicate of a sentence consists of the verb and its 
modifiers and complements. The predicate expresses the action 
or condition of the subject. Predicates may be simple or 
compound: 


The simple predicate is the main verb or verb phrase in the 
predicate: 


She visited Switzerland last year. (main verb) 

The children were swimming in the sea. (verb phrase) 
A compound predicate has two or more main verbs: 

The clown joked, danced and sang. (3 main verbs) 


He should have bought more fish. 
(verb+complement) 


Little girls cry very easily. (verb+modifier) 


Complements: While some verbs are complete in themselves 
(Birds fly), other verbs need a noun, noun substitute or adjective 
to complete their meaning. The term complement, then, means 
something that is needed to complete a grammatical 
construction. Complements may be a direct object, an object 
complement, a predicative adjective, or a predicative 
nominative. 


The direct object is the noun which indicates the receiver of the 
action: 


My brother plays the organ. 
She celebrated her birthday yesterday. 


The object complement follows the direct object and refers to 
the same thing, usually after verbs of naming or calling: 


The director appointed Miss Sarah as personnel 
officer. 


The predicative adjective is an adjective in the predicate 
referring to the subject: 


Akram was cheerful. 
My brother is quite fat. 


The predicative nominative is a noun or noun subject in the 
predicate naming or referring to the subject: 

Those women are dentists. 

All of my sons have been scouts. 


Types of sentence structure 


Sentences can be divided into three kinds according to the way 
they are built, i.e. according to the number of clauses included 
and whether the clauses are independent (main) clauses or 
dependent (subordinate) clauses. 


A simple sentence expresses one main idea. Thus it has one 
main clause which may have word or phrase modifiers 
(adjectives or adverbs or prepositional phrases): 


My father was born in India. 


A compound sentence expresses two or more main ideas in two 
or more independent (main) clauses: 


My father was born in India but he came to Pakistan 
when he was a boy. 
Main idea (1) main idea (2) 
A complex sentence expresses one main idea and at least one 
subordinate idea. Thus it contains one independent clause and 
one or more dependent clauses: 
My father came here from India when he was a small 
boy. 
main idea subordinate idea 
A compound-complex sentence is a combination that includes 


at least one dependent clause and at least two independent 
clauses: 


Although the tickets had been bought, Tom didn’t 
reach on time; 


(subordinate clause) (independent 
clause) 


and we missed the train. (independent clause) 


Common Sentence Problems 


Students frequently experience some common problems with 
sentence construction. Avoiding these problems will give them a 
definite advantage as they strive to improve their 
communication skills. 


Sentence Fragments 


A sentence fragment is a part of a sentence used as though it 
were a whole sentence. In formal writing it is treated as a serious 
grammatical mistake though it is accepted in conversation and in 
writing which imitates the patterns of speech, such as dialogue 
in a narration. Sentence fragments are not uncommon in 
colloquial writing, and are sometimes used in informal 
expository writing. However, their use in formal expository 
writing is unacceptable. The fact that for literary effects, good 
writers occasionally use sentence fragments should not be taken 
as a justification for those which result merely from inadequate 
command of the language. 


Most unwarranted fragments in students’ writings result from 
confusion of main and subordinate clauses or of verbs and 
verbals. 


He entered each miss-spelled word in a notebook. 
Which he kept for that purpose. 

I refused to go to the concert. Because I had been up 
late last night and needed sleep. 

He is always complaining about his grades. Although 
he does nothing to improve them. 

It was difficult to decide which choice to make. To 
return to university or to accept the job. 

It was a wonderful week. Fishing and swimming 
every day and going to movies every night. 


The Pakistani team scored 13 runs in the last over. 
Thus tying the score. 


Fragmentary sentences may be corrected either by changing the 
faulty period to comma, thus incorporating the separated phrase 
or subordinate clause within the sentence to which it belongs, or 


by expanding the fragment into a main clause so that it can stand 
as an independent sentence. 


Exercise 


Logical thinking is a skill that can be developed. First 
by learning what it is and then by practising it. 

I am answering your advertisement for experienced 
draftsmen. Which appeared in a recent issue of The 
News. I would like to be considered for one of those 
positions. 

This has been one of those days we all have once ina 
while. When, no matter how careful we are, 
everything seems to go wrong. 

This spring my brother had to make a very difficult 
decision. Whether to sell his business and move to 
Karachi. Or to remain here where all his friends and 
relatives are. 


Two of the most unforgettable characters in my life 
are my parents. Unforgettable not only because of our 
affectionate bond but also because of the striking 
differences in their personalities. 

It is an important question, my dear friend. One 
which cannot be answered without much thought. 
Government budgets are difficult to understand. 
Especially when they are packed with daunting 
statistics and couched in esoteric jargon. 

The possible solution to the problem of juvenile 
delinquency could be more and better recreational 
facilities. Facilities that would fill the spare time of 
the teen-ager and keep him occupied. 


National elections and student elections may be 
compared as closely as an object and its photograph. 
The only difference being in size. 

He died alone and in poverty. Deserted by those who 
had once sung his praises and borrowed his money. 
The judge said that the court was not inclined to 
show mercy. This being the third time the defendant 
had been convicted of the same. 

Then the game began to move faster. Almost 
immediately after Shahid's move came our first goal. 
After I had done some hard thinking, I realised that 
many of my brother's decisions were in my best 
interest. Now we are all happier than we had been. 
Beyond the high buildings, over the opposite bank of 
the river, the sun hung low. Its glow smothered by a 
haze. 

Treaties of peace are seldom observed for long 
periods. This being the lesson of history. 

Statistics are not yet available to show the actual 
decrease in accidents. Since this program is still in 
the process of being completed and traffic has 
doubled in the past few months. 

A popular person usually has three good personality 
traits. A sense of humour, consideration for others, 
and good grooming. 

The whole area is honey-combed by caves. Many of 
which are still unexplored. 

What he wants to know is. Will you accompany him 
to the town? 


Comma Splice 


The use of a comma, instead of a period or semicolon, between 
two main clauses not joined by a connective is called a comma 
splice or comma fault. 


The meeting seemed to last for hours, nothing was 
accomplished. 

When in high school a week-end meant two days of 
nothing to do, in college it means two days in which 
you have to work to catch up. 

In all the three plans there is free choice of doctors, 
dentists, and hospitals, the only requirement is that 
they must be registered with the Authority. 

The difficulties are great but not insuperable, 
although the answer is not in sight, it can be obtained 
by patient and persistent work. 

In the past college education was a privilege for a 
few people, today it has become a necessity for 
many. 


Fused or Run-on Sentences 


When two sentences run together without any separating 
punctuation or without an intervening connective, they are said 
to be fused. 


This is not a book to be tossed aside lightly it should 
be thrown with great force. 


I knocked on the door when the man came I gave him 
my most ingratiating smile. 


Why do you ask what concern is it of yours? 


In a situation such as this one there is no way of 
reaching a compromise unless both sides are willing 


to make concessions the dispute will become a 
stalemate. 


I will not object on the other hand don't expect me to 
lend you any support on this issue. 


Ways to eliminate the error 


The meeting seemed to last for hours; nothing was 
accomplished. 

The meeting seemed to last for hours; and nothing 
was accomplished. 

The meeting seemed to last for hours because nothing 
was accomplished. 

The meeting seemed to last for hours; furthermore, 
nothing was accomplished. 


Exceptions 


When two main clauses are short and closely related they may 
be separated by acomma only. 


Laws grind the poor, the rich rule the laws. 
Exercise 


The following sentences contain one or more errors: Write 
correct versions. 


My mother stood by helplessly. While the plumber 
peered into the pipes black mouth and explained the 
problem in words that only plumbers understand. 
Proper names sometimes become common nouns that 
are used to name one of a class of things, an example 
of this kind of language evolution is the word 
maverick. 


Non-fiction is the presentation of factual material, 
fiction is storytelling. 

The brakes of an automobile generate heat. Far more 
heat than most of us realise, for example, bringing a 
car to a full stop from 70 miles an hour generates 
enough heat to melt a pound of iron. 

There was no sound but the faint hiss and crunch of 
the packed snow. Shifting under our feet as we 
walked. It was a hushed, empty world through which 
we moved. 

The art of putting things off sometimes takes strange 
forms, it seems to thrive on the feeling that things 
will turn out all right, somehow. Even when putting 
them off is the very thing that will keep them from 
turning out all right. 

There is a great amount of detrimental reading 
material on the magazine shelves, most of this cannot 
be defended, even by the most liberal-minded person. 
It will cost a great deal of money, there is no 
guarantee that the plan will succeed. 

Driven by the brisk March wind, green and white 
waves raced across the surface of the river, we caught 
glimpses of them through the train window. 

There are two wires sticking out from two small 
holes in the centre of the board, they have to be 
crossed to turn on ignition. 

Thanks to radar, ships and aeroplanes can "see" in 
fog as clearly as in broad daylight. But this does not 
mean that men have solved the problem of fog, fog- 


bound ships fall behind their schedules, airports close 
down during a fog. 


I believe that the expression of a newspaper's 
opinions should be confined to its editorial page. 
Where the reader can judge the opinions for 
themselves. Slanted news is sometimes worse than no 
news at all. 


In every community, even the crew of a pirate ship, 
there are acts that are enjoined and acts that are 
forbidden. Acts that are applauded and acts that are 
reprobated. A pirate must show courage in attack and 
justice in the distribution of spoils, if he fails in these 
respects, he is not a "good" pirate. 


Many companies are looking for experts in pollution 
control, this is a rapidly expanding field. 


Wordiness 


Wordiness means using more words than are needed. This is a 
very common weakness in students’ writings and is a major 
cause of reducing their quality. It must be realised that every 
word which is not performing any function in a sentence 
impedes communication. No one likes to listen to a speaker who 
talks too much and says so little; similarly, no reader has the 
patience to cut through a jungle of useless words or 
constructions to get at the message of the writer. 


However, removing wordiness does not mean adopting the style 
of telegrams or classified advertisements. It only means cutting 
out words which are contributing nothing to the meaning or 
effect of a sentence. 


Deadwood is a term used for a particular kind of wordiness: 
lazy words and phrases that clutter up a statement without 
adding anything to its meaning. Here are a few instances: 


Anyone acquainted with violin construction knows 
that the longer the wood is seasoned, the better the 
result will be as far as the tone of the instrument is 
concerned. 

Because of the fact that she had been ill, she missed 
the first two weeks of the classes. 


Tests were run for a period of three weeks. 

The control is exercised by means of the steering 
wheel. 

We are in receipt of your letter of June 14. 

He glanced at the document in a suspicious manner. 


Anyone interested in the field of Mughal history 
should take this course. 


His gossip was of a sordid and ugly character. 


He seldom talks on any subject of a controversial 
nature. 


In spite of the fact that he is lazy, I like him. 


Redundant words or expressions are those which are repeated 
unnecessarily. Trimming them away improves readability and 
lucidity of writing. However, one should discriminate between 
repetition which lends force and vitality to a statement, and 
repetition which is a mere distraction. Here is an excerpt from a 
speech: 


There is an old Chinese proverb saying that each 
generation builds a road for the next. The road has 
been built for us, and I believe it is incumbent upon 
us, in our generation, to build our road for the next. 


Notice how the words road and generation are repeated for 
integration and coherence of thought. As a contrast examine the 
following sentences: 


In the modern world of today time has a meaning 
different from what it had when transportation was 
Slow. 

He painted the wall bright red, but the resultant effect 
was not what he had anticipated. 

The hazy figures in the background are vague and 
indefinite, and they add a sinister note to the painting. 

Behind the house was an enclosed court which was 
rectangular in shape. 

The bench was lying horizontal to the ground. 

He is a distinguished scholar of eminence in his field. 

The problem of feeding our ever-increasing 
population is one of our most serious problems. 

The advantage of getting a broader view of life 
through travel is only one of the advantages of 
spending the summer vacation travelling through 
some foreign countries. 

I have a friend of mine who works as an agent of this 
firm. 

The doctors had given him up as a hopeless case. But 
after wearing the amulet given by pir sahib and 
slaughtering four black lambs to ward off evil spirits, 
he was miraculously restored back to health. 


Deadwood and redundant expressions have to be excised 
straight away. But some constructions need to be recast to 
achieve economy of words. 


Reducing a sentence or a clause to a phrase or 
a single word 


The snow lay like a blanket. It covered the 
countryside. 


The snow which lay like a blanket covered the 
countryside. 


The snow covered the countryside like a blanket. 
The snow blanketed the countryside. 


He is a shrewd businessman and knows the value of 
money. 


A shrewd businessman, he knows the value of 
money. 


People who work hard often achieve their goals. 
Using active voice 
The students were instructed by the teacher to 


complete their assignment by the due date. 


The teacher instructed the students to complete their 
assignment by the due date. 


The door was opened stealthily by the burglar. 
The burglar opened the door stealthily. 


Exercise 


Identify words or phrases of low information content in the 
following sentences. In some cases you may have to delete 
deadwood, in others to revise a phrase or rewrite the sentence. 


Measure the current with the aid of an ammeter 
connected to test points 9 and 14. 


In an effort to increase production, it was found 
necessary by the plant superintendent to hire four 
additional assemblers. 


The purchase of new machine would result in a 
reduction of the operating expenditure to the tune of 
about a million rupees per month. 

We wish to state that if you have any further queries 
regarding this matter, please feel free to contact Mr. 
Khan at any time. 

The end result was in the form of a mixture that 
required further analysis. 

A stability test did in fact prove that the damaged 
instruments were a contributing factor in reducing 
measurement accuracy. 

In my opinion, I think the situation has grown worse. 

We are in agreement with the committee’s decision 
to make an effort to encourage greater student 
participation in activities conducted by the 
community. 

Reading is in relation to mind what exercise is with 
respect to body. 


He was elected unanimously by all the members. 


Parallelism 


Parallelism means expression of similar ideas in similar 
grammatical structures. A writing which observes parallelism is 
easy to read and comprehend and the reader does not lose his 
way in long and complex sentences. On the other hand, a writing 
which violates parallelism puts off even a very determined 
reader. 


A consideration of the following sentences would explain this 

cardinal principle of writing. 
Dentists advise brushing the teeth after each meal and 
to avoid too much sugar in the diet. 
Einstein liked mathematical research more than to 
supervise a large laboratory. 
To chew carefully is as necessary for good digestion 
as eating slowly. 
The company guaranteed increases of salary and that 
the working day would be shortened 
The student wanted to know what the calculus 
problems were and the due date for turning in the 
assignments. 
This product is sturdy, light, and costs very little. 
She said that you would need both a down payment 
and to have a loan approved. 
Gathering sales information and to present all the 
Statistics in well-written reports are a part of her job. 
In my opinion Hamid is capable, reliable, and ought 
to be promoted. 
When the professor went to the university for his 
honorary degree, he was cheered wildly by admirers, 
wined and dined by his old colleagues, and gave 
interviews to the press. 


Exercise 


The following sentences observe parallelism. Underline the 
elements that are parallel in form. 


The ideal conditions for skiing are sunshine, powdery 
snow, and uncrowded slopes. 


This corporation manufactures copiers, duplicators, 
and self-correcting typewriters. 

These typewriters work easily, speedily, and 
noiselessly. 

If you want to learn a foreign language well, you 
should try to think in the language and to speak the 
language as much as possible. 

You can learn a foreign language in the classroom, at 
home, or in the foreign country where the language is 
spoken. 

If the supply of oil drops and if the demand increases 
alternative fuels will have to be found. 

At an international seminar, participating countries 
discussed who the major producers of oil were and 
how much they would export. 

His mind was filled with artistic projects, schemes for 
outwitting his creditors, and vague ideas about social 
reform. 

The high technology nations must in coming years, 
direct vast resources to rehabilitating their physical 
environment and improving what has come to be 
called “the quality of life.” 

The passengers may now choose a jet on which the 
food, the music, the magazines, the movies, and the 
stewardess’ miniskirt are all French. He may choose 
a “Roman” flight on which the girls wear togas. Or 
he may select the “Old English” flight on which the 
girls are called “serving wenches” and the decor is 
that of an English pub. 


Parallelism in correlative constructions 


Parallelism is particularly important when joining parts of 
sentences with one of the following co-ordinating conjunctions: 


either ee or 
neither ss nor 
not only ae but also 


It should be ensured that each part of a correlative construction 

is followed by an expression of the same grammatical form. 
Parallelism violated The instrument not only requires 
mechanical repair, but also it will have to be 
realigned electrically. 


Parallelism restored The instrument requires not only 
mechanical repair but also electrical realignment. 


Exercise 


He has been not only successful as a store owner but 
also as a stock analyst. 

Hamid has a reputation for being both honest and to 
be fair. 

Either Hamid will fly to Peshawar or drive there. 

The president must not only represent his own 
political party but also the entire nation. 

A physician in a small town must not only be 
proficient in general medicine but surgery as well. 
Francis Bacon, the great inductive thinker, neither 


had scientific equipment, nor knowledge of 
experimentation. 


Parallelism in sub-paragraphs 


Three tests were conducted to isolate the fault. 


In the first test a matrix was imposed upon the face of 
the cathode ray tube.... 


The second test consisted of voltage measurements 


To be parallel the sub-paragraphs should start in the same way. 
An improved version is indicated below: 

In the first test a matrix was... 

In the second test a series of... 

In the third test a continuity tester was... 


Parallelism in listing of items 


In business and technical writing, enumeration of lists of items 
occurs quite frequently. These are easy to read and grasp if put 
in parallel forms. Examine the following examples: 


1. In this particular case following are the important variables: 


i. pressure and temperature of the boiler, 
ii what type of fuel is required, 

iii. the amount of oxygen, 

iv. fuel temperature. 


2. This report addresses the following tasks: 


i. to redesign the mix for the concrete slabs, 

ii. an evaluation of the compressive strength 
with the use of the test cylinders for various 
designs, and, 


iii. determining both the theoretical and actual 
material costs per cubic yard. 
3. You can avoid a good deal of tedious and unnecessary work by 
following these simple rules: 


i use one side of each card only, 


ii. include only one major point on a single 
card, 


iii. get all the information accurately the first 
time you consult a source, and 


iv. put all direct quotations in quotation marks. 
Exercise 


The following sentences lack parallelism. Write improved 
versions. 


He continued his work, without hope, without 
pleasure, and having no assurance that people would 


understand the significance of what he was trying to 
do. 


For the sake of your friends, your parents, and in the 
interest of your future, I hope you will reject the 
offer. 


Studies of men in isolated Antarctic outposts, 
experiments which have been carried out on sensory 
deprivation, investigations into on-the-job 
performance in factories, all show a falling off of 
mental and physical abilities in response to under- 
stimulation. 

Riding on the roller-coaster and to spin the wheel of 
luck were his two greatest pleasures at the carnival. 


In college you will be both required to study on your 
own and to take extensive notes. 

The advertising experts place great emphasis on 
arousing need for a product, making the product 
attractive, and that the product be fairly inexpensive. 
Many immigrants came here to seek their fortune or 
because they desired freedom of worship. 

The frightened soldier did not know whether he had 
been ordered to stand trial for disorderly conduct or 
because he had disobeyed. 

The practice of bonded labour should not be legalised 
because of its immorality, injustice, and it violates 
fundamental human rights. 

Our intellectuals try explaining most of our problems 
in terms of conspiracies by our enemies, and thus fail 
to focus on our own moral failures which in most 
cases are their real cause. 


Modifiers 


Adverbs and adjectives (and phrases or clauses acting as adverbs 
and adjectives, e.g. prepositional phrases) are modifiers. They 
limit, describe, or identify the words they modify. Thus they are 
used to make ideas more exact and clear. 

He threw a stone. 


The naughty boy threw a sharp stone. (Adjectives 
modify nouns.) 


My brother repaired the radio. 


My brother carefully repaired the radio. (An adverb 
modifies a verb.) 


Eight a.m. is a busy time. 


Eight a.m. is an unusually busy time. (An adverb 
modifies an adjective.) 

The girl plays the guitar. 

The girl in the red dress plays the guitar. (A 
prepositional phrase modifies a noun.) 


Problems related to modifiers 


A part of a sentence which modifies any other part is called a 
modifier. 


Nothing grows well in the shade of a big tree. 
Kill not the goose that lays the golden egg. 


The orchestra, consisting largely of amateur 
musicians, played a selection of old songs. 


A careless use of modifiers results in vagueness, ambiguity and 
confusion which reduce the readability and effectiveness of a 
writing. The problematic modifiers can be divided into three 
classes: the misplaced, the two-way and the dangling modifiers. 


Misplaced Modifier: As a matter of general principle a 
modifier should be placed close to what it modifies. Otherwise it 
is likely to be mistaken to modify some other element in the 
sentence leading thus to confusion and reduced readability. 
Modifiers which can be misinterpreted because of their 
inappropriate placement in a sentence are termed as misplaced 
modifiers. 


We listened breathlessly to the story of Ali Baba and 
the Forty Thieves munching our peanuts and 
crackers. 

They were delighted to see a field of daffodils 
climbing up the hill. 


You can order a dress that will be delivered to you by 
telephone. 


Exercise 


My uncle wore the brilliant red scarf around his neck 
which he had just bought in London. 

The presiding judge reprimanded the hesitant 
witness, quoting from the statutes. 

The small businessman finds it difficult to compete 
with the large corporations having limited funds. 
Many of our grandparents came to this country from 
other lands filled with a desire for a better life. 

The orator thanked his listeners for applauding his 
speech with charm and tact. 

The salesman tried hard to sell us the new car with 
glowing words of praise. 

On this July night, the composer played his 
composition for piano and orchestra, dripping with 
perspiration. 

One politician is said to have posted his campaign 
cards to his voters pinned together with a thousand- 
rupee note. 

The investigators spotted the wreckage of the plane 
peering through the binoculars. 

There is a bracelet in the Taxila Museum that is four 
thousand years old. 


Dangling Modifier: A dangling modifier is one which has 
nothing in the main clause to modify and is thus left dangling. 
Examine the following sentence: 


Impressed by the newspaper stories, war seemed 
inevitable. 


Who was impressed? The opening phrase needs something to 
modify. 


The following version gets rid of this difficulty by making we 
the subject of the main clause. 


Impressed by the newspaper stories, we felt that war 
was inevitable. 


The dangling modifiers which occur most frequently in students’ 
essays begin with a verbal phrase—participle, gerund, or 
infinitive—and are left hanging because the originally intended 
subject is not retained in the main clause. A sentence with a 
dangling verbal phrase may be revised either by re-wording the 
main clause or by expanding the opening phrase into a 
subordinate clause. 


Dangling Modifier: To qualify for the position, a rigorous 
examination must be passed. 


Correct Version: To qualify for the position you must pass a 
rigorous examination. 


Dangling Modifier: After recording the information and filling 
the forms, the Dean checked the papers to see if I had followed 
the instructions. 


Correct Version: When I had recorded the information and 
filled in the forms, the Dean checked the papers to see if I had 
followed the instructions. 


Two-way Modifier: A two-way modifier may refer to more 
than one person or thing which makes it difficult to understand 
what the writer means. 


Drivers who speed often have accidents. 


Galileo declared after considerable pressure he would 
recant his views. 


The mayor said when the city council met he would 
discuss the proposed budget. 


The President said in the press interview his 
opponent spoke like a gentleman. 


Exercise 


While correcting papers, the message came from the 
principal. 

Although a Muslim, the priest received me in the 
church most graciously. 

Having written the last poem, the book was now 
ready for the printer. 

While digging for change, his car hit the toll booth. 
The blaze was put out before any damage was done 
by the local fire department. 

Having run five blocks to cash my weekly cheque, 
the cashier said that the bank was about to close for 
the day. 

While running with the ball, my ankle twisted, and 
that was the end of the session for me. 

Ailing and near starvation, both fame and fortune had 
abandoned the once- celebrated poet. 

Fastened to the tree stump, rage and despair filled the 
heart of the captive. 

Be sure to purchase enough material to finish your 
article before you start. 


Without expecting a reply, a letter was written to the 
Chairman. 


While cleaning his eye glasses, his car skidded 
dangerously into the curb. 


A firm in Lahore has developed a bullet-proof helmet 
for soldiers made of plastic. 


By getting your purpose clearly in mind at the 
beginning, the actual writing will be easier. 


The students counted twelve shooting stars sitting on 
the porch last night. 


After making many discoveries, the scientific acumen 
of the chemist was appreciated. 


The best fruit he likes is peaches. 


While running for the bus, my wallet must have 
dropped out of my pocket. 


He advertised for a second-hand sewing machine in 
his usual high-flown language. 


The leader of the safari promised in the morning we 
would see a herd of elephants. 


Stringy Sentences 


In a stringy sentence too many clauses are connected, usually 
with and, but, so and because, forming one very long sentence. 
Such sentences are monotonous to read and tax the attention of 
the reader. There may also be impairment of meaning because 
all ideas or statements stringed together appear to have equal 
importance. 


My room-mate, Hamid goes to the college and from 
the beginning of this semester until last week, he had 
not studied at all and the reason was that he had no 
exam during that period. But the day before 
yesterday, I was astonished because I saw him 


studying and later on he told me he had studied all 
day long and the reason was that he was going to 
have an exam the next day and he wanted to get a 
good grade in the exam. 


Stringy sentences can be corrected by subordinating some ideas, 
by dividing them into more than one sentences, or by reducing 
co-ordinate clauses to compound predicates. 


Subordination of ideas 


Hamid went to Peshawar University to study 
sociology and he liked it much and urged his friends 
to take it also. 


At Peshawar University, Hamid studied sociology 
which he liked so much that he urged his friends to 
take it. 


The small cars are less expensive and they are more 
manoeuvrable in parking and travel more miles on 
the gallon. 


The small cars, which are less expensive and more 
manoeuvrable in parking, travel more miles on 
gallon. 


Division into more than one sentences 


Dr. Fleming was studying a colony of bacteria and he 
noticed that a substance in the dish was impeding the 
growth of bacteria and he continued his 
investigations and discovered penicillin. 

While Dr. Fleming was studying a colony of bacteria, 
he noticed a substance impeding its growth. After 
further study he discovered penicillin. 


Reduction of co-ordinate clauses to a 
compound predicate 


The professor built a hut near the lake and he 
furnished it simply and settled down for a life of 
contemplation and writing. 

The professor built a hut near the lake, furnished it 
simply and settled down for a life of contemplation 
and writing. 


Exercise 


Given below are some stringy sentences. Revise them by one of 
these methods: subordination, division into more than one 
sentence, and reduction of co-ordinate clauses to a compound 
predicate. 


A true scientist studies all available facts, and he 
makes a generalisation, and in time these 
generalisations may become a law. 

It is easy to complain of our petty discomforts and 
forget that people all over the world are so much 
worse off and so we should really be grateful. 

Many museums offer special services to the school 
children and these include lectures and guided tours. 
Asmat was a college teacher and it is believed that 
her short story “Aarzoo” was based on an experience 
in her college, and it is a very moving story. 
Suburban life has made many men into clock- 
watchers and train-watchers, and this development 
has not helped either their peace of mind or their 
digestion. 


For proper comprehension it is wise to read that 
material quickly at first and then to see the main 
points and finally to prepare its mental outline. 

The mayor was an astute politician, so he refused to 
commit himself on the issue until after the elections. 


The engineer examined the blue print carefully and 
then said that the bridge could never be constructed 
that way. 


By the year 2010 our colleges will have twice as 
many students as they have now and this increase 
will require a tremendous building programme. 


During the past two decades hotels have sprung up 
along the motorways and they have encouraged travel 
by car so that more people are seeing the country. 


Separation of Related Elements 


In a sentence there should usually be no unnecessary separation 
between related elements, such as, subject and verb, verb and 
complement, or modifier and its referent. The basis for this 
principle is simple: separation of related parts puts extra burdens 
on the reader and makes his task difficult. A report or article in 
which split constructions abound tires the reader soon and he is 
likely to toss it aside unread unless, of course, he has some 
strong compulsion to read it through. Split constructions are one 
of the major factors which reduce readability of written works. 


Many people, feeling that it represents something 
intractable in human nature, are distrustful of 
ambition. 

We hold these truths that all men are created equal 
and that they are endowed by their creator with 
certain unalienable rights to be self-evident. 


The manager, after considering what the visit would 
cost and how long it would take, withheld his 
approval. 

The evidence shows, if you examine it carefully and 
objectively, that the manger was involved in the 
fraud. 

Everyone of my instructors, I am firmly of the 
opinion, acts though his course was the only one I am 
taking. 


Exercise 


Revise the following sentences to eliminate any unnecessary 
separation. 


His friends, even those who are his blind supporters, 
admit that he was first in losing temper. 

I was until yesterday of this opinion. 

He said while he did not object to our going to the 
theatre that he would like to stay home. 

The travel agent promised that he would well in time 
get the tickets. 

We have since his dismissal had no more trouble. 

We should have, if democratic culture is to be 
promoted, comprehensive educational reforms. This 
involves a thorough revision by eminent scholars and 
educationists of the present curricula in which 
democratic values find no place. 

The student organisations, as they are responsible for 
creating intolerance, should be banned from 
educational campuses. 


The students unions should continue to exist and their 
elections held regularly. But the student organisations 
which have degenerated into gangs of criminals must 
not be allowed to participate in them or to manipulate 
them. 


Faulty Comparisons 


Faulty comparisons are a common feature of students’ writings. 
One can easily get rid of this problem by exercising a little care. 
The most common faults are pointed out below. 


Incomplete comparisons: Statements involving comparisons 
should be written out in full particularly if any misunderstanding 
is likely to arise through shortening one of the terms: 

Ambiguous: I owe him less than you. 

Clearer: I owe him less than I owe you. 

or 

I owe him less than you do. 


Ambiguous: He admires Iqbal more than other 
modern poets. 


Clearer: He admires Iqbal more than he does other 
modern poets 

or 

He admires Iqbal more than other modern poets do. 


There is another category of incomplete comparisons in which 
one term of the comparison is omitted. Advertisers frequently 
state that a certain product is better or more durable without 
telling us with what the product is being compared. “Finer 
quality at greater savings” is a popular slogan. 


Such incomplete comparisons are acceptable only in advertising. 
There can, however, be contexts in which it may not be 
necessary to state a complete comparison because it is obvious. 


Habib Bank serves you better. 
She will be much happier in Lahore. 


He has better understanding of the national political 
scene. 


He is a much stronger man. 


One has to exercise one’s judgement to determine whether the 
sentences given above are acceptable or need correction. 


Comparing comparable things. Only things of the same 
category can be compared: people with people, buildings with 
buildings, apples with apples, and so on. 


The economies of some Far Eastern countries are 
stronger than many European countries (economies 
and countries are not comparable). 

Some people consider the cultural policies of the 


present government as poor as the previous 
government. 


Comparing a thing with a group of which it is a part: Include 
the word other or else when comparing a thing with the group of 
which it is a part. Examine the following sentences and point out 
the logical defect in them. How would you remove it? 


After training hard for a year, Ahmad was a faster 
100-meter runner than any boy in his class. 


The economy of Malaysia is growing faster than that 
of any Asian country. 


Exercise 


Our library is better for research than the State 
College. 


Trains in Pakistan are more reliable than India. 
Most highways in the US are wider than Europe. 


The ideas of educated people are different from the 
uneducated people. 


Swimming in the sea is harder than a lake. 
The clock in the gym is faster than the office. 


The automobiles of today are more powerful than ten 
years ago. 


Summary of Sentence -Level Problems 


Given below are rules which cover some of the sentence-level 
faults found in students’ writings. Read them carefully and see if 
you have any comments to make. 

Avoid run-on sentences they are hard to read. 


Use the semicolon properly, always use it where it is 
appropriate; and never where it isn’t. 


Verbs has to agree with their subjects. 


Competent writers who always avoid sentence 
fragments. 


Avoid commas, that are not necessary. 


If you reread your speech, you will find on rereading 
that a great deal of repetition can be avoided. 


Don’t use contractions in formal writing. 


Writing carefully, dangling participles must be 
avoided. 


Place pronouns as close as possible, especially in 
sentences which tend to be long and complex, to their 
antecedents. 

A writer must not shift one’s point of view unless it is 
justified by the logic of your subject. 

Apostrophe has it’s proper uses; do not use it when it 
is not needed. 

Put similar ideas in grammatical forms which are 
similar. 

Passive voice should be used sparingly. 


Closely related elements of a sentence, unless it is 
absolutely unavoidable, should not be separated. 


l-—-Recognising Word Classes or 
Parts of Speech 
In English it is usual to classify words into word classes, but at 
the same time it is important to remember that it is the function 
of a word in a sentence which determines what part of speech a 


word is. For example, a word may belong to any word class 
without changing its form: 


He will fast during the month of Ramadan. (verb) 
After one he broke his fast. (noun) 

She types fast. (adverb) 

Naseem is a fast worker. (adjective) 


We can distinguish between major and minor word classes: 


Major Word Classes: These are Nouns, Main Verbs, 
Adjectives and Adverbs: 


Minor Word Classes: These are Pronouns, Auxiliary Verbs, 
Determiners, Articles, Prepositions, Conjunctions, and 
Interjections. 


Major Word Classes 
Noun 


A noun can be easily identified because it is usually modified by 
a, an, or the. 


A- Classification 


Nouns may be broadly classified as follo ws: 


B- Functions of Nouns 


Function 


1. as subject of verb 


2. as object of verb 
direct object 


indirect object (after 
verbs like buy, 
bring, give, take, 
owe, sell, write, 
pay) 


3. as object of 


preposition 


(in a prepositional 
phrase) 


4. as complement 


subjective 
complement (after 
verbs like be, seem, 
appear, become) 


objective 
complement (after 
verbs like appoint, 
consider, name, 
nominate, choose) 


5. as noun adjunct 


Examples 


Ali 
mangoes. 


loves 


Ali loves Leila. 


Ali sent Leila 
flowers. 


She took them 
from Ali. 


Leila is 
secretary. 


the 


They elected 
Leila secretary. 


Ali waited at the 


Position 


Before the verb 


After the verb 


After the verb 


After 
preposition 


After the verb 


Before a noun 


bus-stop. After a noun 


6. as appositi ve Ali, chairman of | After a noun 
the committee, 
gave aspeech. 


7. in direct address Ali, come here. Usually at the 
beginning of a 
sentence 


C- Nouns and Number: 


In English, nouns can have either singular (one) or plural (more 
than one) number. Singular nouns comprise: 
1. Those denoting ‘one’: a shoe, this flower, that magazine. 


2. Mass (uncountable) nouns: the tea, our democracy, that 
advertisement. 


3. Proper nouns: Jonathan, Germany. 
Usually plural count nouns (denoting ‘more than one’) are the 
only nouns which occur in the plural: two flowers, those shoes, 
these chopsticks. 


Generally the plural is formed by adding —s or—es to the 
singular, but there are two exceptions: 


(i) Some nouns ending in—s are actually singular and not 
plural e.g. measles, subject names, linguistics, 
Statistics, billiards, and news etc. 

(ii) Some nouns only ever occur in the plural e.g. cattle, 
deer, trout, people, scissors, arms, and stairs etc. 


D- Rules of forming plural nouns 


Rule 1: Nouns are regularly 
made plural by the addition 
of—s: 


Rule 2: Other nouns are made 
plural by adding—es: 


Nouns ending in sibilant (‘s’) 
sounds spelled with s, ch, sh 
and x: 


Nouns ending in y preceded by 
a consonant: y is changed to i (s 
only is added if y is preceded by 
a vowel): 


One-syllable nouns ending in a 
single f or fe: f is changed to v: 
chiefs, 
safes, 


Exception: 
handkerchiefs, 
beliefs. 


roofs, 


Nouns ending in o: 
-es only: 


-s only: 


Rule 3: Other nouns have other 
types of plural: 


—en ending 


internal vowel change 


Rule 4: The plural of 


Day days, roof roofs, shoe 


shoes 


Bus buses, box boxes, church 
churches, dish dishes, 


curry curries, baby babies, key 
keys, monkey monkeys 


Leaf leaves, thief thieves, knife 
knives 


Buffalo 
mangoes 


Ramhoo bamboos, 
Singula 


buffaloes, | mango 


radio 


Both 
foreign/regular 


plurals 

eet, man 

men, woman women, mouse 
mice, goose geese 


Boyfriends, breakdowns, 


Grown- ups, check-ups, 


compounds: 


In most compounds the 
ending—s is added to the last 
part: 


With a few compounds, the 
pluralization occurs to the first 
part: 


Sometimes internal vowel 


changes occur: 


A few compounds have both the 
first and the last part in the 
plural: 


Rule 5: Foreign plurals: 


There are two ways of 
pluralising foreign words that 
have become part of the English 
language: 

by the addition of the regular—s 
plural 


by the addition of a foreign 
plural (usually in technical 
writing) 


Some foreign words take both 
the regular and the foreign 


assistant directors, stepfathers, 
doorbells 


Brothers- in-law, hangers-on, 
Passers-by, commanders- in- 


Chief 


Englishmen, policemen 


menservants, women doctors 


Stimulus 
stimuli/stimiluses 
Virus 

/viruses 


Cactus 
cacti/cactuses 


Nucleus 
nuclei/nucleuses 


Radius 


radii/radiuses 
Larva larvae/ 


Curriculum 
curricula/ 


Index 
indices/indexes 


Crisis crises/ 


Neutron 


/neutrons 


Bureau bureaux/ 


Plateau 
plateaux/plateaus 


Nouns and Gender 


Every noun in English belongs to one of four genders: 
masculine, feminine, neuter, and common: 


The masculine gender is used when the noun refers to males 
(persons and animals): 


man, bull, master poet (and is used with third person pronouns 
he, him, his etc.) 


The feminine gender is used when the noun refers to females 
(persons or animals): 


Woman, cow, mistress, poetess (and is used with she, her, etc) 


The neuter gender refers to nouns that are neither masculine nor 
feminine; that is, they are inanimate: 


Book, water, table, happiness, democracy, biology (and is used 
with it, its, etc.) 


The common gender refers to nouns that are of either sex, 
masculine or feminine: 


Baby, person, parent, bird 
Note these exceptions: 


He and she can be used for animals whom we consider as having 
human qualities, especially family pets: 


Has Blackie had her milk yet? 


Conversely, babies and very young children are often referred to 
as it: 

The baby is crying for its milk. 
She is occasionally used for inanimate objects when we consider 


them to have animate qualities, for example, ships and cars, and 
sometimes countries: 


What a beautiful yacht! What have you named her? 

Malaysia is celebrating her national day next month. 
The feminine gender is shown in three ways in nouns: 

by the suffix—ess, e.g. mistress, hostess 


by a word in front of another word, e.g. billy-goat, 
nanny goat 


by a totally different word, e.g. nephew, niece. 
Main verbs 


Verbs are aclass of words that serve to indicate the occurrence 
or performance of an action, the existence of a state etc. 


Kinds of Verbs 


There are two types of verbs in English: Main Verbs and 
Auxiliary Verbs. Main verbs are either regular (play, like, press) 
or irregular (drink, buy), though irregular verbs are not 
completely irregular. 


Regular Verbs: The great majority of English verbs are regular; 
that is, they have four forms: 
The base (the uninflected or unchanged form) 
play 
The—s form plays 


The—ing form playing 

The—ed form played 
Irregular Verbs: The irregular main verbs in the English 
language are small in number but important in function. They 
resemble regular verbs in having regular—s and—ing forms, but 


they differ from regular verbs in that sometimes the base form 
changes in the past form and/or past participle form. 


There are three types of irregular verbs: 


Verbs in which all three parts (the base, the past, the 
past participle) are identical: let—let—let. 

Verbs in which two of the three parts are identical: 
build—built—built. 

Verbs in which all three parts are different: speak— 
spoke—spoken. 


Verb Patterns 


There are six basic verb patterns in English and a larger number 
of sub-patterns. These are listed below, together with examples: 
a. Linking Verbs: 


In this pattern, the verb is a linking verb. Such verbs usually 
describe a state or condition: 


Appear (satisfied) stay (young) grow (old) 


Feel (ill) smell (sweet) fall (sick) 
Look (pretty) sound (angry) run 
(wild) 

Seem (happy) taste (sour) turn (bitter) 


Linking verbs form the following patterns: 


Verb + Noun or Verb +(to| She is a very attractive 


be) 


Noun: The complement is a 
noun phrase or nominal 
clause. 


Verb +Adjective or Verb + 
(to be) Adjective: The 


complement it an adjective. 


Verb + Necessary 
Adverbial: The verb is 
followed by an adverbial. 


woman. 


He became a Professor of 
Physics. 


He seems (to be) a very 
bright child. 


Your hair looks nice. 


He sounded furious over 
the phone. 


Mother is at home. 


She leaned out of the 
window. 


The meeting lasted two 
hours. 


The 
dollar. 


flowers cost one 


b. Verbs with One Object (Transitive Verbs) 


Verb +Noun: The object is 
a noun phrase. 


Verb + Bare Infinitive: The 
verb is used with a bare 


He poisoned the cat. 


Everybody sang the 


national anthem. 
She tidied the house. 


May I help with 
dishes? 


the 


infinitive (i.e. without to) 


Verb +to- infinitive: The 


object is a to- infinitive. 


Verb + -ing form: The verb 
is followed by an—ing 
form. 


Such verbs include: 
finish 


deny 


Avoid consider 


Admit 


postpone 
Dislike risk enjoy 


Verb + that- clause: The 
verb has a that- clause 
(where that can be omitted). 


Verbs: 


claim 


Accept 
understand 


Admit 
discover 


Feel 
recommend 


doubt 


forget 


Demand insist 


Verb + wh- word: The verb 


require 


She agreed to write to her 
aunt. 


They decided to go for a 
swim. 


He denied causing the 


accident. 


She disliked going to 
music lessons. 


I admit (that) he is a good 
lecturer. 


You forget (that) Iam your 
father. 


I wonder if/whether she 
will come. 


He still doesn’t know how 


has a clause introduced by a | to tie his shoelaces. 


wh- word: how, why, 
where, who, whether, if. 


Verb: 


Decide forget discuss 


Guess doubt wonder 


(c) Verbs with Object 
Verb(+....): 

These transitive verbs have 
an object which is followed 
by another verb. 


Verb + Object 
Infinitive: 


+ Bare 


The verb and object are 
followed by an infinitive 
without to. 


Verb + 
infinitive: 
Verbs: 
Ask 


Get 


Object + to- 


advise 


allow 


cause 
forget 
tell 


Require teach 


Urge order intend 


Shall I help you carry that 
box? 


We felt the house shake. 


You made me spill my tea. 


She asked the maid to 
wash the floor. 


They advised us to stay in 
our seats. 


They saw the thief running 
away. 


Can you smell something 
burning? 


She could feel her heart 


Verb + Object + -ing form: 


Verb + Object + -ed form: 


(d) Verbs with two Objects: 


Verb + Noun + Noun: Verb 
+ indirect object + direct 
object. 


Verbs: 

‘to’ verbs: 
bring give 
offer 

promise 


read send show 
take 
‘for’ verbs: 

find 


make 


teach write 


cook get 


learn save 


Note: The above pattern 


beating. 


We found 
deserted. 


the house 


I want the work finished 
by noon. 


He couldn’t make himself 
heard. 


She gave the door a hard 
kick. 
She owed him a thousand 


dollars. 


May I ask you a favour? 


She gave her mother the 
gloves. 


She gave the gloves to her 
mother. 


She cooked her father a 
meal. 


She cooked a meal for her 
father. 


may be replaced by a direct 
object + to/for + noun 
phrase. 


Verb + Object + a that- 
clause (where that is often 
omitted): 


Verbs: 


Assure convince 


persuade 


Remind inform tell 


Verb + Object + a wh- 
clause (or how- clause): 


Verb + Object + wh- word 
+ to- infinitive: 


(e) Verbs with Object 
and Object Complement 


Verb + Noun + Noun 
Phrase (where the 
complement is a noun 


I convinced him that I was 
innocent. 


We must remind him that 
he’s on duty tonight. 


The workers told 
employers that 
wanted more money. 


She told me why she had 
come. 


the 
they 


Tell me what your name 
is. 


This shows 
you were. 


how wrong 


I can’t decide what to do 
next. 


I’ll enquire how to get 
there. 


Ishowed her where to sit. 


He ordered himself a 
bottle of wine. 


She made her mother a 
new dress. 


Can you spare me a few 
minutes of your time? 


He found her (to be) a very 
hardworking colleague. 


OR 


Verb + Noun + (to be) 
Noun: 


‘to be’ may appear before 
the noun phrase 
complement. 


Verbs: 


Appoint 
found 


imagine 


Consider 
think 


suppose 


Verb + Noun + Adjective 
(where the complement is 
an adjective): 


Verbs: 
Paint leave 


Make 


serve 

keep wash 
OR 

Verb + Noun + (to be) 


Adjective: ‘to be’ 
appear before the adjective 


may 


They appointed him (to 
be) the tennis coach. 


He left 
filthy. 


He painted his car black. 


the apartment 


They imagined him (to be) 
crazy. 


Many students thought the 
exam (to be ) unfair. 


complement. 
Verbs: 
Feel 


Imagine 
suppose 


think know 


belie ve 


Verb + Object + Necessary 


Adverbial: The verb has an 
adverbial following the 
object. 


(f) Verbs without Object 
Comple ment (Intransit 
Verbs): 


Verb + to- infinitive: Verbs 


with no object or 
complement. 


Note 
phrasal 
object. 


(i) It may be a 
verb without an 


(ii) The missing object is 
understood. 


Verb + -ing Form: 


Please put the milk in the 
refrigerator. 


They kept their daughter 
indoors. 


The detective followed the 
suspect for two hours. 


She cried. 
The dress fits. 


The heater blew up. 
The fugitive gave up. 
Zubair 


(understood 
cigarettes) 


smokes. 
object = 


They went jogging. 


She came visiting. 


Transitive and intransitive verbs: 


A sentence typically contains a noun or a pronoun as its subject 
and a verb (or verb phrase) as its simple predicate. However, the 
mere presence of both a noun and a simple predicate does not 
necessarily make a meaningful sentence. For example: 


The manager wrote. 


That word group is not a meaningful thought. It lacks the 
information about what the manager wrote and therefore needs 
an object of the transitive verb wrote—a word that tells us what 
the manager wrote. For example: 


The manager wrote the letter. 


Letter is the direct object of the verb wrote because letter tells us 
what the manager wrote. 


To determine the object of a verb, ask yourself whom? or what? 
after the verb. For example: The manager wrote...what? The 
letter. Henry likes...whom? Nancy. Nancy is the object of 
Henry’s liking. 


Many verbs, of course, do not require objects. For example: 


John wept. 
The manager travels. 


The verbs wept and travels do not have objects. A verb that 
requires an object for meaning is called a transitive verb 
because the action transfers to the object. A verb that does not 
require an object for meaning is called an intransitive verb 
because the action is complete in itself and the action in the verb 
does not transfer from the subject through the verb and to the 
object of the action. For example: 


Transitive 


Jack sent the report today. 
Akram drives his car twice a week. 
Ali attended the class yesterday. 


Intransitive: 


Jack sleeps on a waterbed. 
Akram drives on the left side of the road. 
Ali attends on Tuesday only. 


This discussion about transitive and intransitive verbs can help 
us use correctly the principal parts of six troublesome verbs: lie, 
lay, sit, set, rise, and raise. The key to understanding and using 
these verbs properly is in knowing the difference between 
transitive and intransitive verbs. 


The principal parts of lie, lay, sit,set,rise and raise are as 
follows: 


Present Past Past participle 
lie lay lain 

lay laid laid 

sit sat sat 

set set set 

rise rose risen 

raise raised raised 


Lie and lay have different meanings. To lie means to recline and 
is intransitive, and to lay means to place and is transitive. For 
example: 


I lie on the couch. 


I lay on the couch yesterday. 
I had lain on the couch two days until you arrived. 


I lay the book on the desk each morning. 

I laid the book on the desk yesterday. 

I had laid the book on the desk, as you directed. 
Because lie is intransitive, it never requires an object to 


complete its meaning. Because Jay is transitive, it always 
requires an object to complete its meaning. 


To sit means to be seated and is intransitive, and to set means to 
place and is transitive. Sit never requires an object because it is 
intransitive. Set always requires an object because it is 
transitive-- it requires a word that tells us what was set. For 
example: 


The boys normally sit on the north end. 


The boys sat on the south end yesterday. 


The boys had sat on either the north end or south end 
until they got 50-yard seats. 


He sets the manual on my credenza. 

He set the manual on my credenza yesterday. 

He had already set the manual on my credenza before 

you told him not to do so. 
To rise means to get up and is intransitive, and to raise means to 
lift and is transitive. Rise, as an intransitive verb, never requires 
an object to complete its meaning. Raise, a transitive, always 
requires an object to complete its meaning-- to tell the reader 
what was raised. For example: 


I rise by 7 a.m. most mornings. 


I rose at 6 a.m. yesterday. 


I had risen before 7 a.m. every morning until my 
alarm clock broke. 


I raise the windows myself. 
Salman raised the windows today. 


We had raised the windows every morning until we 
were told to keep them closed. 


Subject-Verb Agreement 


The basic principle governing subject-verb agreement is simple: 
singular subjects take singular verbs and plural subjects take 
plural verbs. Generally students have no difficulty in following 
this principle. However, there are a few situations which leave 
even experienced writers somewhat uncertain. The following 
rules cover most of such situations. 


1. When two or more singular subjects are connected by and, a 
plural form of the verb is required. 


A fool and his money are soon parted. 
He and his brother are identical twins. 


Exceptions 


(1) When each of the singular subjects is considered individually, 
the singular form of the verbs is used. This usage is most 
frequent after each or every. 


Here, every man and woman seeks self-fulfilment by 
serving the community. 


(ii) When the two singular subjects refer to the same person. 


My brother and boss has something to say about this 
matter. 


(iii) Mathematical computations may take a singular or a plural 
verb. 

Five and five is ten. 

Five and five are ten. 
2. When two or more singular subjects are connected by or, nor, 
or but, a singular form of the verb is required. 

Ahmad or Iqbal is to represent the country. 

Neither Ahmad nor Iqbal has a clean record. 

Not Ahmad but Iqbal was involved in the forgery 

case. 


3. When one of the two subjects connected by or, nor, or but, is 
singular and the other is plural, the verb agrees in number with 
the nearer one. 


Neither Iqbal nor his lawyers were present in the 
court when the judgement was announced. 

Not only the students but also their teacher was 
feeling drowsy in the afternoon class. 


4. When two subjects connected by or or nor differ in person, 
the verb agrees with the nearer. 

Neither Ahmad nor I am to blame. 

Ahmad or you are to clear up this muddle. 
5. A singular subject followed immediately by as well as, in 
addition to, including, no less than, with, together with or a 
similar construction requires a singular verb. 

The husband as well as the wife needs advice. 


This invention, as well as its commercial 
applications, was the result of this research effort. 


The coach together with his assistants was credited 
with the outstanding performance of the team. 


This convention sometimes seems illogical. There is a tendency, 
therefore, to avoid the construction altogether and use alternative 
ones. 


Both the husband and the wife need advice. 
The coach and his assistants were credited with the 
outstanding performance of the team. 


6. A singular subject followed by a plural modifier requires a 
singular subject. 

The attitude of these men is definitely hostile. 

A list of the names of all survivors is available. 
7. Such indefinite pronouns as anybody, anyone, each other, 
everybody, neither, nobody, no one, and some body generally 
require a singular verb. 

Anybody who does that is just reckless. 

Somebody has been raiding my refrigerator. 

Nobody in the office accepts responsibility for this. 
8. The pronouns any and none take either singular or plural 
verbs. 

None is expected to come during the vacation. 

None are expected to come during the vacation. 


9. When the subject is a relative pronoun, the verb agrees with 
the antecedent of that pronoun. (The one-of-those-who cases) 


He is one of those men who never care for the 
feelings of others. 


This is one of those problems which defy any 
solutions. 


One of the girls who sing in the drama is being 
married. 


10. When a sentence is introduced by the expletive there or the 
adverb here, the verb agrees with the following subject, not with 
the introductory word. 

Here is your money. 

Here are the receipts for your deposits. 

There are no second chances. 


11. When a sentence is introduced by the expletive it, the verb is 
always singular, regardless of the number of the subject. 


It is we whom they want. 

12. A verb agrees with its subject and not with its complement. 
Our chief trouble was the honey bees that swarmed 
around us on the trip. 

The black flies that swarmed about us on our trip 
were our chief trouble. 

What annoys me about them is their unending 
complaints. 


13. When the word order is inverted, care must be taken to make 
the verb agree with its subject and not with some other word. 


Throughout the story appear thinly disguised 
references of author’s past association with the 
anarchist groups. 
Accompanying the senator were his secretary and 
other numbers of his staff. 

14. A collective noun takes a singular verb when the class it 


names is considered as a unit, a plural verb when the members 
of the class are considered individually. 


The jury has completed its deliberations. 

The jury are divided in their opinions. 

The committee has already held its first meeting of 
the year. 

The committee are arguing amongst themselves. 


Sentences like the last one often sound unnatural, and 
it is better to substitute a clearly plural subject (the 
committee members, the jury members) 


15. Plural numbers take a singular verb when they are used in a 
phrase to indicate asum or a unit. 


A million dollars is a great deal of money. 
Ten years is too long to wait. 


16. Certain names which are plural in form but singular in 
meaning generally take a singular verb. 


Economics has been called the dismal science. 


No news is good news. 
Semantics is the study of meanings. 


Exercise 


Identify the subject of each of the following sentences and select 
the verb form that agrees with it. 


He is one of those people who (is, are) always 
making trouble. 

All (is, are) well. 

There (is, are) two mistakes in your work. 

The father no less than the children (is, are) to blame. 


The gangster, with all his henchmen, (were, was) 
arrested. 


There (is, are) an apple and an orange for each child. 
Here (is, are) a piece of cake and a glass of milk. 
Two hundred pounds (were, was) his best weight. 
(Is, are) there two pictures like that? 


The engine in addition to the body (was, were) in bad 
shape. 


Exercise 


Rewrite the following sentences to remove any subject-verb 
disagreement, or to improve any awkward construction caused 
by following established conventions too closely. Some 
sentences may be satisfactory as they are: 
Neither of the applicants are fully qualified. 
The cost of food, clothing, and household goods have 
risen so steeply during the last couple of years. 
He is one of those men who is seen at all functions 
and parties in the town. 
There is, I believe, two or three things we must check 
while employing a domestic servant. 
Not only his grades but even his behaviour were 
much below the required standards. 
The extent of his injuries are yet to be determined. 
The Gymkhana Club led the league at the beginning 
of the season and are now at the third place. 
Either Ahmad or I am going to represent the Institute 
in the Punjab University debates. 
One of the students who scores A grades in all the 
courses will be awarded a scholarship. 


The works of such a poet contains something for each 
one of us. 


There has never been any reports which were made 
public. 

This is one of those questions that has more than one 
correct answers. 


Neither the students nor their teacher find the 
timetable very convenient. 


Somebody, perhaps Ahmad or Hamid, have reported 
the accident to the police. 


All of the wheat produced in the world belong to one 
of the fourteen species. 


The hockey team buy their own uniform. 


Upon the students rest the responsibility of keeping 
their hostels clean. 


Physical fitness, as well as psychological health, are 
taken into account while recruiting cadets for the air 
force. 


Adverbs 


An adverb is a word that modifies a verb, an adjective, an 
adverb and even a whole clause or sentence. 


They walked quickly. (modifies the verb “walked”’) 
He was very tired. (modifies the adjective “tired’’) 
She spoke fairly slowly. (modifies the adverb 
slowly”) 

Thus he was punished. (modifies the sentence “he 
was punished”) 


Adverbs usually express time, place, manner, frequency or 
degree. 


They arrived soon. (Time) 

He stood there alone. (Place) 

Everyone worked diligently. (Manner) 

We often eat out. (Frequency) 

She almost slipped on the pavement. (Degree) 


Besides the kinds of adverbs above, there are also relative and 
interrogative adverbs. 


Relative adverbs 


This is the time when cherry blossoms come out. 
Show me the spot where the accident happened. 
We don’t know the reason why he left. 


Interrogative adverbs 


When are you leaving? 
Where do you live? 
Why do you look so sad? 


Exercise 


Fill in each blank with a suitable adverb of the type indicated in 
the brackets. 


All the speakers presented their points.............. 


(Manner) 
He Seemedss..¢ scent able to situp. (Degree) 
You need to sign your name.......... (Place) 


The plans will be finalised............. (Time) 


Se en tes sees that we find such faithful friends. 


(Frequency) 

Her reaction was a ............ unexpected one. 
(Degree) 

The police searched the place............. for clues. 
(Manner) 

We have Slee elses not discovered the answer. 
(Time) 

He has — .andesssiesead given us any trouble. 
(Frequency) 

Most people........... speak English. (Place) 


Adverb particles are words which have the same form as 
prepositions but function as adverbs. Unlike prepositions they do 
not introduce a phrase ending with a noun or pronoun. Adverb 
particles follow verbs and express place or direction of 
movement. 


la. They talked on (adverb particle) 

1b. He went on a trip. (preposition) 

2a. His father suddenly walked in. (adverb particle) 
2b. I have no faith in him. (preposition) 


Some adverbs end in /y, but they must not be confused with 
adjectives which end in ly too, such as lovely, likely and 
brotherly. Some adverbs have two forms, one without and the 
other with ly. The words in pairs like cheap/cheaply, 
deep/deeply, loudNoudly and quick/quickly may be used 
interchangeably. However, those in pairs like close/closely, 
hard/hardly, high/highly and late/lately do not have the same 
meanings. Close, hard, high and late can be used either ad 
adjectives or as adverbs, and when used as adverbs they are 


different from the adverbs closely, hardly, highly and lately. 
Generally the form with ly is used more idiomatically. 

la. He sat close to the stage. 

1b. Watch closely what he does. 

2a. The students try hard. 

2b. She could hardly see anything in the dark. 


Exercise 


Say whether the word in bold print in each sentence is used as an 
adjective or an adverb. 


She held fast to her decision despite attempts to make 
her change her mind. 


They found it a tight squeeze having so many people 
in one small room. 


She is always quick with her answers. 

The report was submitted too late for the preliminary 
hearing. 

She considers it lowly to serve at tables. 

His thesis fell short of expectations. 

The discussion went on well into the night. 

The alarm was so loud that she woke up with a start. 


Everyone in the room was hard at work when I 
entered. 


Shortly after, he left his hometown for good. 
Her lively personality gained her many friends. 


The proposals have to come in early if they are to be 
discussed at the meeting. 


It is necessary to delve deep into the matter in order 
to find out the truth. 


This substance would be deadly if taken in large 
doses. 


The lecturers will leave on a study tour in early 
March. 


Adjectives 


An adjective is a word that modifies, or changes, the meaning of 
a noun or pronoun. It may point out, describe or limit the 
meaning of the noun or pronoun. 


Characteristics of Adjectives 


The majority of adjectives can be both (i) attributive or 
descriptive (He’s an intelligent child), and (ii) predicative (All 
her children are intelligent). 


Most of them can also be modified by intensifiers, e.g. fairly, 
rather, quite, very. 


Most can also take comparative and superlative forms when 
used for de grees of comparison. 


Kinds of Adjectives and their Functions 
Attributive (or Descriptive) Adjectives 


As the name suggests, attributive adjectives attribute some 
quality to a person or thing. As such, they are placed after the 
determiners but before the noun which is head of a phrase. 


Attributive adjectives include those that are generally 
descriptive, i.e. assign qualities (beautiful, intelligent, clear) or 
physical states of size, shape, age, colour, temperature, as well 
as proper adjectives referring to nationalities, geographical 
places, religions, holidays, dates, names titles, etc., e.g. Italian 
food, Parisian styles, Christian beliefs. 


Although most adjectives can be either attributive or predicative, 
some can only be used in the attributive position; i.e. before a 
noun adjunct or a noun, e.g. a former tenant, the late prime 
minister, an occasional drink, a hard worker, a big liar, a 
Buddhist monk. 


Some attributive adjectives are derived from nouns, e.g. a law 
school, a flower garden, the weather forecast, criminal law, an 
atomic scientist, pay-day, airmail. 


Predicative Adjectives 

Such adjectives act as complements of verbs: 

as subject complements after linking verbs like be, seem, 
look, feel 
You look happy this morning. 
Patent leather is smooth and shiny. 

as object complements after verbs like believe, find, consider 
They considered him the best architect. 
We found the park delightful. 


as a complement to a subject which is a finite clause or non- 
finite clause 


Whether the mail will come is unclear. 


Riding a skateboard isn’t as easy as you may 
imagine. 


as object complements to clauses 
Most parents consider their children good-looking. 


Some groups of adjectives can only be used in the predicative 
position, e.g. health adjectives—She felt ill; He felt faint. 


Post-modifying Adjectives 
Adjectives, in particular predicative adjectives, are sometimes 
post- modifiers (i.e. they follow the word they modify): 


As a reduced relative clause 
Was there anything (which was) interesting on the 
news? 


The people (who were) involved were punished. 
As post-modifiers in compounds 


Court martial, postmaster general 

Participle Adjectives 
A large number of adjectives have the same form as—ing or— 
ed participles: 

His ideas on religion are astonishing. 

She seemed satisfied with my explanation. 
Such adjectives can also be attributive: his astonishing ideas. 
Compound Adjectives 
Look at the forms occurring in the examples below: 

A two-drawer file cabinet 

hand-held computers 


The hyphen is necessary to connect the adjective parts into one 
unit of description. Note the use of singular forms in the 
transformations: 

She gave me five dollars. 

She gave me a five-dollar bill. 

Her son is six years old. 

She has a six-year-old son. 


The boxing champion hits hard and often wins. 
The hard-hitting boxing champion often wins. 


And with physical description, note the form derived from a 
noun + -ed: 


He plays tennis with his left hand. 
He is a left-handed tennis player. 


Here are some common compound adjectives using the—ed 


form: 


Broad-shouldered, narrow-shouldered 
Bow-legged 

Dark-haired, fair-haired 
Empty-headed 

Level-headed 

Flat-chested 

Mean-spirited 


Add to this list as you find more. 


Exercise 


Rewrite the following sentences by making a compound 
adjective out of each underlined phrase: 


He made a request at the last minute. 

She has a daughter with blue eyes and fair hair. 
There will be a delay of twenty minutes. 

She wrote a report of ten pages. 

They want to hire a secretary who works hard. 
They bought a house that is sixty years old. 
She has acat with three legs. 


He provided a meal that was cooked well. 
They bought a car at a high price. 


We needed a rope that was ten feet long to get the cat 
out of the tree. 


Adjectives as Heads 
Some adjectives can function as heads of noun phrases: 
1) adjectives denoting a class or group of people (plural) 
The rich can afford to eat meat every day. 
The unemployed suffer most in times of inflation. 
Note that a definite article precedes such adjectives. 
ii) adjectives denoting an abstract quality 


Many people study the supernatural in folklore. 
Adjective Patte rms 
There are three main types of adjective patterns: 


A. Adjective + prepositional phrase 


The meaning of an adjective is often completed by the use of a 
prepositional phrase: afraid of, angry with, pleased about, etc. 
Usually the preposition is fixed by an idiom but there may be a 
choice of preposition. 


You must be more accurate in your work. 
Doctors say that milk is good for you. 
You are interested in yoga, aren’t you? 
B. Adjectives + that- clause 
A that clause is used as a complement following: 
personal subjects: 
Are you sure that he’s honest? 
She’s surprised that you’ re going abroad. 


Note: Other adjectives and participles that take that- clauses: 
sure, glad, certain, confident, proud, sad alarmed, annoyed, 
pleased, shocked. 


Introductory ‘It’ as the subject: 


It’s sad that he is so ill. 
It’s fortunate that he only took her radio. 
C. Adjective + to- infinitive: 
The adjectives used in this pattern are followed by a to- 
infinitive. Some can be recomposed. 
The house was difficult to find. It was difficult to find 
the house. 
It’s easy to please father. Father is easy to please. 
She was careful not to step in the puddle. 
It’s good to eat fresh peaches again. 
Position of adjectives in a series: 
Adjectives in a series tend to occur in a certain order, though 
there may be many exceptions. As a rule, avoid long strings of 


adjectives. Two or, at the most, three adjectives modifying one 
noun phrase seem to be the limit in English. 


The accompanying box shows an acceptable scheme of adjective 
order. You will find exceptions, but you can use this framework 
for guidance in your own writing. You can choose to use a 
comma between two adjectives only if the adjectives belong to 
the same category. If you want to use acomma, test to see if you 
could use the word and between adjectives. If you can, a comma 
would be acceptable. 


The short, yellow bristles of grass (two adjectives of 
physical description) 


A delicious, expensive French meal (no comma 
between expensive and French) 


When three adjectives of the same category are used in a series 
with and, use comma between the items in the series: 


a messy, dirty, and depressing room 


But never use acomma between the last adjective and the noun 


it modifies. 
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Minor Word Classes 


Pronouns 


Pronouns are words that are used in place of a noun or noun 
phrase; that is, they can function as the subject or object of a 
clause. Different kinds of pronouns are: 


Personal pronouns: They replace nouns which refer directly to 
persons and are of two kinds, those functioning as subjects and 
those functioning as objects in sentences. The personal pronouns 
which function as subjects are J, you, he, she, it, we, and they 
while those which function as objects are me, you, him, her, it, 
us, and them. 


Possessive pronouns: They are used to express possession. 
Mine, yours, his, hers, ours, and theirs are possessive pronouns. 
(Its is not used as a possessive pronoun, only as possessive 
adjective.) 


Emphatic and reflexive pronouns: These have the same form 
but not the same function. They are myself, yourself, himself, 
herself, itself, ourselves, yourselves, and themselves. An 
emphatic pronoun emphasises the noun which is the subject of 
the sentence and which it refers to. It may come immediately 
after the subject or at the end of the clause or sentence. A 
reflexive pronoun functions as the direct object of a sentence 
and refers to the same person as the subject. 


l- Tom himself will plan the whole program. 
(emphatic pronoun) 


2- Tom will plan the whole programme himself. 
(emphatic pronoun) 

3- Maria reminded herself to make that important 
telephone call. (reflexive pronoun) 


Demonstrative pronouns: These point to the nouns they 
replace. Demonstrative pronouns are this, that, these, and those. 


Relative pronouns: A relative pronoun introduces a subordinate 
adjective clause and relates it to a noun or pronoun in the main 


Who, whom, whose, that and which are relative 


pronouns. 


l- I have briefed the student who is to lead the 
discussion. 

2- Please list the names of the candidates whom you 
have interviewed. 

3- Any person whose membership has lapsed will 
have to reapply to become a member. 

4- The arrangements that have been made for the 
visitors’ accommodation are adequate. 

5- This plant, which is a species of cactus, thrives in 
dry conditions. 


Interrogative pronouns: These pronouns are used to ask 
questions and they are who, whom, whose, what, and which. 


Who initiated the scheme? 

Whom can we consult about the matter? 

Whose is this bright idea? 

What has been done for the unprivileged in society? 
Which is the shortest route to the campus? 


Indefinite pronouns: They are used to refer to people or things 
in a very general way. Among the common indefinite pronouns 


are someone, somebody, something, anyone, anybody, anything, 
everything, nobody, nothing, none, each, some, both, all, 
several, few, many, much, more, little, less, other, others, one, 
two, three, and so on. 

Someone must have tampered with the lock. 

Anybody who will not work to earn a living deserves 

to go hungry. 

Everything that needs to be done has been done. 

None among those involved wishes to make a 

complaint. 

Several of us have applied for the scholarship. 

Much needs to be done to improve conditions. 

Others will be affected if you make a mistake. 

Among many students, three have scored distinctions. 
Reciprocal pronouns: They refer to two or more nouns in a 


reciprocal relationship. The two reciprocal pronouns are each 
other and one another. 


All the staff members compete with one another for 
the annual awards. 


These two friends do not trust each other. 


Pronoun Reference 


A common cause of ambiguity in writing is lack of clarity about 
the relationship between pronouns and their antecedents. One 
should take special care to avoid ambiguous, weak, or general 
reference. 


The manager told Mr. Tahseen that he was increasing 
his workload. (Whose- the manager’s or Mr. 
Tahseen’s workload?) 


Mr. Tahseen was given an increased workload by the 
manager. 

The manager increased Mr. Tahseen’s workload. 

The customers did not sign the cheques, so we are 
sending them back. (Which--the cheques or the 
customers.) 


We are returning the unsigned cheques to the 
customers. 


Ambiguous reference occurs when a pronoun refers to two 
antecedents so that the reader does not know at once which 
antecedent is meant. 


Hamid smiled at Iqbal when he was awarded the 
silver cup. 

When the children brought the dusty rugs out to the 
garden, the teacher beat them. 

No one should make such a statement about our 
President unless he tries to destabilise the elected 
government. 


General reference occurs when a pronoun refers to an 
antecedent expressed in terms too general to be clear. 


More than twenty percent of those who enter college 
fail to graduate, which is a shame. 


Weak reference occurs when the antecedent has not been 
expressed; it exists only inthe mind of the writer. 


Although the professor lectured for over an hour, it 
was an interesting experience. (The antecedent of it- 
lecture- is implied but not stated.) 


Although the professor talked for over an hour, the 
lecture was an interesting experience. 


He was a very superstitious person, and one of these 
was that walking under a ladder would bring bad 
luck. 

Father is very much interested in psychiatry, but 
doesn’t believe that they know all the answers. 


Exercise 


Rewrite the following sentences after correcting faulty pronoun 
references. 


They worked very hard, but it made them neither rich 
nor comfortable. 
After the barbers had cut the children’s hair, some of 
them looked as if they had been scalped. 
I expect to receive D in history and, at best, another 
D in accountancy, which means that I will be on 
probation next semester. 
1. When the aeroplane struck the hangar, it burst 
into flames. 
2. If this hat does not fit your head, it should be 
made smaller. 
3. The loyal forces fought the guerrillas until they 
were almost entirely destroyed. 
4. Since the concert was scheduled for the same 
night as the debate, it had to be postponed. 
5. To make the gate fit the opening of the fence, it 
had to be made smaller. 
When Hamid brought Majid to the conference we 
asked for his credentials. 


Some of the eye-witnesses described the man as 
short, others said he was tall, and yet others said he 


was about average. It confused the police 
investigators. 


Mother bought us a new rug and new curtains, and 
we hired a man to paint the wall and ceiling. That, 
certainly, improved the appearance of the room. 

The bigger car will be expensive to operate. Not only 
will its repairs cost more but its gasoline 
consumption will be greater. You should take this 
into account. 

To have a decent job, a nice home and family, good 
friends, and enough money to buy a few luxuries. 
Such is my ambition. 

He does not have a good word to say for anybody. 
His parents are old-fashioned, his friends are selfish, 
his colleagues are conceited, and his boss is arrogant. 
This makes me discount anything he tells me about a 
person. 

After the storm, the trail to the top of the mountain 
was washed out in some spots and was littered in 
many places with fallen branches. It made the ascent 
nerve-wrecking. 

They were having their dinner outdoors by 
candlelight, but a strong wind blew them out. 
Although he is fond of poetry, he has never himself 
written one. 


The famous author has an enormous library, and he 
makes them available to his friends. 

Because modern artists have an idiom of their own, it 
leads to much misunderstanding. 


Exercise 


Review the pronoun-antecedent relationship in the following 
passage, and propose improvements where necessary. 


For most of the students examinations are a cause of 
great tension. This assumes quite serious proportions 
in the semester system which has frequent tests after 
short intervals of time. Because of this those who are 
of nervous disposition tend to develop psychological 
problems. In others, it may create aversion for 
learning. Because of this, merit of examinations as an 
educational tool has been an issue of debate amongst 
educationists. Those who have positive views about 
them think that they prepare them for the rigours of 
practical life in which one has to face examination- 
like situations recurrently. Others think that 
examinations divert their attention away from real 
learning and force them to focus on strategies for 
tackling examinations. These two, they emphasise, 
could be very different or even antithetical activities. 


Auxiliary verbs 


Auxiliary verbs are commonly called ‘helping verbs’ because 
they are always followed by a main verb in the verb phrase. By 
themselves they cannot form a verb phrase. There are two types 
of auxiliaries: Primary Auxiliary Verbs and Modal Auxiliary 
Verbs. The two types are illustrated below: 


Primary Modal 
do can, may, shall, will, 
have could, might, should, 


be would, used to, must, 


ought to, need, dare 
The Primary Auxiliaries (do, have, be) 
Do 
‘Do’ performs many functions: 


2 


(i) as a main verb with the meaning of ‘perform’: 
I do my homework every night. 
She does her washing in the evenings. 
(ii) as a substitute verb for the whole of a clause: 


I can speak French as well as he does. (=as he speaks 

French) 

A: Who wants to come with me to town? 

B: I do @t). 
(iii) as a dummy operator in the do- construction. When a verb 
phrase contains no auxiliary verbs, it contains no word that can 
act as an operator for the purpose of forming yes-no questions 
and negative sentences with not: 

I like mangoes. 

He needs a haircut. 
For such verbs, a dummy operator has to be introduced for 
forming questions and negatives. 

Do you like mangoes? 

I don’t like mangoes. 
The auxiliary do has the full range of tense forms like other 
main verbs, including (a) the present participle doing, and (b) 
the past participle done: 

What have you been doing all weekend? 

I have done all the exercises in my science book. 


Have 
‘Have’ has the following functions: 
(i) as a main verb meaning ‘posses’: 
I have a new antique watch. 
I have coffee and toast for breakfast. 


(ii) The do-construction is used for interrogative and negative 
sentences with have as main verb: 

Do you have much jewellery? 

Does he have sugar in his coffee? 

Did you have a good time last night? 


(iii) The auxiliary have is used to form the perfect aspect; i.e. a 
form of have is followed by a verb in the past participle form: 


The present perfect (I have baked several cakes for 
my friends.) 


The present perfect progressive (She has been baking 
cakes all morning.) 


The past perfect (I had baked three cakes by midday.) 


The past perfect progressive (She had been baking 
cakes all day and felt tired.) 


(iv) In the construction of have + to- infinitive, only the finite 
(present and past) forms of have can be used: 


She has to look after her baby sister. 
They have to sit for their written test on Monday. 
I had to repeat my question. 


Note that in such construction, have/has/had to- carries the same 
meaning of necessity as must. 


Be 


The Auxiliary be has eight different forms: be, am, is, are, was, 
were, being, been. 


Be is used as an auxiliary even when it functions as a main verb: 
Iam a boy/ She is a girl. 


It normally has no do- constructions unlike have, although the 
main verb be may have the do- construction in (a) imperative 
sentences, and (b) negative imperati ves: 


Do be quiet! 
Don’t be silly. 


In the construction of be + to- infinitive, only the finite (present 
and past) forms of be can be used: 


The motor rally is to start tomorrow. 


Not (The motor rally will be/ is being to start 
tomorrow.) 


The main function of the auxiliary be is in the construction of: 
(a) The progressive aspect (be + -ing present participle) 

He is opening the exhibition now. 
(b) The passive (be + -ed past participle) 


Many students were injured in the clash. 
The Modal Auxiliaries 
Modal auxiliaries help to add a variety of special meanings 


(such as ability, permission, possibility, etc.) to the meaning of 
the main part of the verb. 


They do not have—s forms,—ed participles, or—ing forms. 


Can, may, shall and will have special past forms, but the rest of 
the modal auxiliaries do not. 


ee = | Un-contracted Contracted negatives 


negative 


(all persons) 


Shall 


Should 


Will, ’Il 


Would, ’d 


Ought to 


Used to 


negatives 


Cannot, can not 


Could not 


May not 


Might not 


Shall not 


Should not 


Will not ( ‘Il not) 


Would not ( ‘d not) 


Must not 


Ought not to 


Used not to 


Can’t 


Couldn’t 


Mayn’t 


Mightn’t 


Shan’t 


Shouldn't 


Won’t 


Wouldn’t 


Mustn’t 


Oughtn’t to 


Didn't use(d) to 


Usedn’t to 


Need not Needn’t 


Dare not Daren’t 


Note 
l- Mayn’t is rarely used, and is mostly used in British English. 
2- Shan’t is rare in American English. 


3- Ought usually has the to-infinitive in questions and negative 
sentences, but occasionally the bare infinitive is used. 


To- infinitive: You oughtn’t to drink so much. 
Bare infinitive: You oughtn’t drink so much. 


4- Used to always takes the to-infinitive and occurs only in the 
past tense. It may take the do-construction with used to: 


She didn’t use (d) to smoke so much. 
Did she use (d) to work for your father? 
Dare and Need can be constructed in two ways: 


i) as model auxiliaries ( with bare infinitive and without the 
inflicted forms dares / needs ;dared/ needed); or 

ii) as main verbs (with to- infinitive, -s inflections and past 
forms). 

Dare and need as auxiliaries are mainly used with negative and 


interrogative sentences, whereas as main verbs they can be used 
in all forms: 


ae | As a model As a main verb. 


Positive She needs to wash her 
hair. 


Negative She needn't wash She doesn’t need to wash 
her hair. her hair. 


Interrogati | Need she wash her | Does she need to wash 
ve hair? her hair? 


Negative Needn’t she wash Doesn't she need to wash 
interrogati | her hairs? her hair? 
ve 


As with the auxiliary verb do, other auxiliaries can act as 
substitute for a whole or part of a sentence following the 
auxiliary: 
She can mend a puncture as well as he can (=mend a 
puncture). 
A: He is working hard on his model boat. 
B: yes he is (=working hard on his model boat). 
You can write in this workbook but you mustn’t 
(=write) in that text. 
Special meanings of Modal Auxiliaries 
Can (past could) 
Physical ability: 
Can you reach the top shelf? 
I can lift that box by myself. 
Learned ability: 


She can type. 


He could read when he was three years old. 
Have the power to: 

This factory can produce dozens of cars a day. 
Requesting permission (informal): 

Can I borrow your car? 

I wonder if I could speak to you for a while. 
Possibility: (in theory): 

The roads can be improved. 
(tentative possibility): 

He could have left his car keys in his office. 
Can=’sometimes’: 

Electrical storms can be dangerous. 
Could=s ug gestions: 

You could peel those potatoes for me. 
Could=permission in the past: 

When I was at university, I could get cheap air fares. 
Can’t=prohibition or negation of Permission: 


You can’t go swimming today. 
May (past might) 


Requesting permission (formal/ polite): 
May I see you tonight? 
Might I borrow your car? 
Possibility: 
The Monsoon rains may damage the wheat harvest. 
The missing child might have been kidnapped. 


Suggestion (polite): 


Might I suggest that we continue our discussion 
another day? 


You might check the errors in this paper. 
May not=can’t/ prohibition: 

You may not stay out until midnight. 
Shall (past should) 
Probability/expectation: 

The train should be here any moment. 

They should be home by now. 
Improbability (ne gative form) 

There shouldn’t be any trouble. 


Obligation: insistence(restricted to formal documents and 
regulations) 


Nine people shall be elected to the committee. 
—which may not be fulfilled: 

You should hand in your essays next Friday. 
Suggestions: 

Shall we go and see the films. 
Advisability: 

She should eat less if she wants to loose weight. 

You should stay in bed if you are unwell. 
Prohibition (negative advice): 

You shouldn’t be so rude. 

I shouldn’t have left the door unlocked. 


Will (past would) 
Willingness: 

The maid will help you with your bags. 

Who will lend me five dollars until tomorrow? 
Prediction: 


Faisal will have arrived in New York by now. 


Predictability: 
A dog will attack a child if it is teased. 
Request: 
Will you take my court to the cleaners? 
Would you carry this upstairs for me? 
Invitations: 
Would you like to come with me to town? 
How would you like to come to Penang with my 
family? 
Will you be free to come to dinner tomorrow night? 
Offers: 
Would you like another glass of milk? 
Refusal (negative forms): 
She won’t follow my advice. 
They wouldn’t come over for supper. 
Promise: 
I promise I won’t (will not) ask for more money. 
I will give you the book as soon as P ve read tt. 


Must (=have to) 

Certainty (about an event): 
There must be some mistake. 
I must leave right away. 

Inference (about an event in the--or present): 
There must be a fire near by. 


There must have been a thousand people at the 
wedding. 


Obli gation/compulsion: 
You must be back by three o’clock. 
He must return the money immediately. 
Mustn’t =prohibition (negation of permission): 
You mustn’t smoke in here. 
Advice not to do something 


You mustn’t keep your mother waiting. 
Ought to (=should) 


Probability: 
My friend ought to be here soon. 
Obligation (which may not be fulfilled): 


I ought to go to the library tonight (but I probably 
won’ t). 


You ought to do your homework every day. 
Prohibition (=negative advice): 

You oughtn’t spend so much time on the golf course. 
Advice: 


You ought to clean the air conditioner at least once a 
year. 


Everyone ought to go to the dentist every six months. 
Used to 


Past habit or custom: 


He used to play tennis very often but now he’s too 
busy. 


We used to eat meat every day when it was cheaper. 
Need 


Need= must (in questions and negatives) i.e. obligation and 
necessity 


Need he have a reason for marrying her? 

Does he need to attend the orientation programme? 
Lack of necessity/compulsion: 

He need not worry about his grades. 


They needn’t go to the lecture hall yet. 
Dare 


Threat/ warning: 


Don’t you dare slam the door in my face! 
Don’t you dare talk about my brother like that! 


Dare=have the courage: 
No soldier dare disobey his commanding officer. 
I wouldn’t dare enter his room without permission. 


Determiners 


Determiners precede nouns and modify them by determining or 
defining them. Determiners include articles, possessive 


adjectives, genitives, demonstrative adjectives, interrogative 
adjectives, quantifiers, numerals and ordinals. The articles are 
the indefinite articles a, an and the definite article the. 


The possessive adjectives are my, your, his, her, its, our and 
their. 


Genitives are possessives formed of nouns. Examples are 
Robert’s, James’s, the boy’s, the girls’. 


The demonstrative adjectives are this, that, these and those. 


The interrogative adjectives are whose, what, which, whatever 
and whiche ver. 


Quantifiers include every, each, one, either, neither, all, half, no, 
some, any, both, several, more, most, enough, many, much, few, 
little, a few, a little, fewer, less, fewest and least. 


The ordinal numerals are one, two, three and so on. They are 
also quantifiers. 


The ordinals are first, second, third and so on. 


General ordinals include next, last, other, another and further. 
Articles 


The indefinite article is used with singular countable nouns in a 
general or indefinite context, a with a noun starting with a 
consonant sound, and an with one starting with a vowel sound. 
If an adjective comes between the article and the noun, the 
article used is according to the initial sound of the adjective. 


a bicycle a union a clever answer 
an animal an hour an interesting story 


The indefinite article can also be used with proper nouns as 
illustrated belo w: 


A Mr. Brown from the audience offered a suggestion. 


An Einstein appears only once. 


The definite article is used in a more specific reference with all 
kinds of nouns, countable and uncountable, singular and plural, 
except most proper nouns. Proper nouns usually carry the 
definite article only if they include a word which is generally a 
common noun. This is often the case with places, for example, 
countries, seas, rivers and mountains. 


the United Kingdom (compare “England’’) 
the United States (Compare “North America”) 
the Indian Subcontinent (Compare “India’’) 


the Black Sea 

the Atlantic (meaning “the Atlantic Ocean’) 

the Himalayas (meaning “the Himalayan 
Mountain”) 


The definite article is used with a noun whichis: 


unique or is the only one of its kind in the context, 
the second or later reference to a particular noun, 
qualified by a phrase or clause. 

He is the leader. 


A student won the prize. The student was very 
pleased with himself. 


The progress of this student is excellent. 


No article is used for an indefinite reference to a plural noun or 
an uncountable noun. The determiner all or some may 
sometimes be used instead, according to the meaning intended. 

la. Boys like soccer. 

lb. All boys like soccer. 

2a. Salt must be added. 


2b. Some salt must be added to the soup. 
No article is used in expressions involving the special function 
of anoun, such as bed, school, hospital, prison. 

la. I always go to bed early. 

lb. The man lay dying on the bed. 

2a. The children go to school in the afternoon. 

2b. There is a celebration held at the school. 
No article is used in referring to ordinary meals, but an article 
has to be used for a meal which is a special function or 
gathering. 

la. Its time for lunch. 

lb. Everyone was invited to the lunch for the new 

representative. 

2a. Please stay for tea. 

2b. A tea was held in his honour. 
No article is used in expressions referring to means of transport 
or the time of the day. 

la. We always go to work by bus. 

lb. The bus was very crowded. 

2a. He stays up late at night. 

2b. The baby woke up late in the night. 
No article is necessary in certain common phrases. 

la. He was suspicious of friend and foe. 

lb. I meta friend yesterday. 

2a. They strolled arm in arm in the park. 

2b. The victim lost an arm in the accident. 

3a. The sorting is done by machine. 


3b. A machine is used to sort out the articles. 


No article is necessary in expressions involving one’s special 
responsibility or job in a particular or known context. 


la. The society made him chairman. 

lb. He was the chairman of a large firm. 
2a. He was elected leader. 

2b. The leader of the group was away. 


Prepositions 


Functions of pre positions 


The function of prepositions is to connect a noun structure to 
some other word in a sentence. This noun structure may be: 


l1.anoun The salesman showed the pots and pans 
to his wife. 


2. a pronoun: The salesman showed the pots and 
pans to her. 


3. a gerund phrase:The salesman did not mind 
showing the pots and pans to her. 


4. a noun phrase: The salesman showed the pots and 
pans to whoever might want to buy them. 


Prepositions also have special functions as: 
part of a verb (verb-preposition combinations): 

look over (=review); get up (=wake up) 
an adverb (mostly adverbs of place and direction): 


They sit down. (down=adverb) 
They went down the steps. (down=preposition) 
Forms of pre positions 


Prepositions may consist of one, two or three parts: 


Examples of single part prepositions: 


about before for on to 
above below from over 

under 
after beside in past until 
along between into since up 
around by of till 

with 
at down off through 
without 


Examples of two part prepositions: 


according to because of out of 
along with due to owing to 
as for except for up to 
away from 


Examples of three part prepositions: 


by means of in relation to 
in comparison with on top of 
in front of 


Positions of prepositions: 
Generally a preposition comes before its noun object: 
He gave the book to the teacher. 
However, it may appear in final position in: 
1. a question Which school does he go to? 


2. an adjective clause There is the school that he 
goes to. 


3. A noun clause I don’t know which school he 
goes to. 
Meanings of Pre positions 


Concepts of Time, Place, Direction and Distance, etc. can be 
expressed by prepositions. Such prepositions normally have an 
adverbial position in a sentence. 


Preposition of Time 
These can express: 
one point in time: 
at—with noon, night, midnight; with the time of day. 
Periods of time: 
on—with days. 
in—with periods longer or shorter than a day; Le. 


with parts of the day, with months, with years, with 
seasons. 


Extended time (duration): 
since, for, by, from.....to, from...... until, during, 
(with)in, while. 

Examples 


They are getting married on Saturday at 4 o’clock in 
the evening. 


The reception will be on Sunday at 3 o’clock in the 
afternoon. 


He has been away from home since 16 March. 
World War II lasted from 1939 to/until 1945. 


He has not felt well for a long time, ever since his 
accident. 


She has been away from school for two weeks. 


IP Il ring you again within the month. 
Note 
At can be used for indefinite periods such as: at night, at lunch- 
time; or for short holiday periods: at the weekend, at Easter. 


Prepositions are almost always omitted before phrases beginning 
with last, next, this, that, today, yesterday, tomorrow: 


Did you attend the lecture yesterday? 
I saw that film last week. 
I Il bring the photos next time I come to your house. 
My parents are going overseas this year. 
Prepositions of Place 
These can express: 
1) the point itself: 
in, inside—for something contained: 
There is plenty of food in the refrigerator. 


You will find some stamps in the second drawer of 
my desk. 


My father owns a cottage in the country. 
Please play inside. It’s too hot outside. 
on, on(to )—the surface: 
A coconut tree fell on to the roof of his house. 
There’s a ‘Beware of Dogs’ sign on the gate. 
at—a general vicinity: 
I Il meet you at the Majestic Hotel. 
We are still living at 64 Primrose Avenue. 
Please sit at the table when you eat! 


I stayed at my cousin’s house last night. 
Turn left at the next intersection. 
i1) Away from the point: 
away (from)—general places or vicinities: 
I came (away) from the library. 
I stayed away from the haunted house. 
He drove away from the scene of the accident. 
off—at a distance from the point: 
The car ran off the road when it knocked the signpost. 
The Channel Islands are off the coast of France. 
The marble rolled off the table. 


across, through, over, along—moving from one place to 
another: 


He kicked the ball through the window. 


He walked across the park to his office. 


The boy jumped over the fence to get away from the 
angry bull. 


They went along the railway line looking for the 
missing child. 


out of—moving from a bounded area: 


The gunmen were persuaded to come out of the old 
house. 


They chased the dogs out of the school compound. 
iii) Towards the point: 
to, into, towards—movement towards a particular place: 


I went to South America last year. 


He went to the airport to get his mother. 
The car went slowly into the tunnel. 


The people crowded into the streets to watch the 
National Day celebrations. 


The ambulance sped towards the entrance of the 
hospital. 


iv) Towards and then away from the point: 


behind, through, across, round, by, past—movement towards a 
place and then away from it: 


He walked across the bridge on his way to the shops. 
The car skidded round the corner. 
They drove past the new Town Hall. 
The students ran by the judges as they crossed the 
finishing line. 

v) Vertical and horizontal movement from the point: 


up, down, along, across, over—movement in relation to a 
direction: 


The old man walked slowly across the street. 

The dog followed his master across the road. 

Two schoolboys walked along Manchester Street. 

She crossed over the road to post a letter. 

The ball rolled over the grass. 

The elderly couple climbed slowly up the steps. 

The boy skated down the road on his new skateboard. 
vi) Higher than the point: 
over—generally higher than the point: 


There is a thick fog over the entire city. 


The planes fly over the city to get to the airport. 
over—directly above: 

The doctor leaned over the patient. 

He had a deep cut over his eye. 

A lamp hung over the dining-table. 
above—directly higher than the point; on a higher level: 

We flew above the clouds. 

There was a dark cloud above the bank. 
on top of—close to the point; sometimes touching: 

The tourists put their bags on top of the bus. 

You'll find a bottle of ink on top of my desk. 
vii) Lower than the point: 
under—iirectly below: 

The boy hid the money under a rock in the garden. 

There is a small stream under that bridge. 
underneath—close under; sometimes touching: 

She wore a pretty dress underneath her thick coat. 
beneath, below—directly under; at a lower level: 

The police found the body beneath a pile of wood. 
viii) Neighbouring the point: 

by, beside, next to—at the side of ; near: 

He sat by the river reading a book. 

She was standing by the window looking at the rain. 

They live in a small village beside the sea. 

John likes to sit beside his father in the car. 


He sits at the desk next to the door. 
I don’t like wool next to my skin. 


between—relating the positions of one object to more than two 
objects: 


In the photograph Maria was standing between her 
father and mother. 


among, amid—in the middle of (several objects): 


She found her gold chain amid the ruins of the burnt 
house. 


I live among the mountains. 
opposite—facing: 

She sits opposite her friend in the school library. 
around—surrounding; all round: 

She put a frame around the painting. 

We sat around the table and discussed the film. 
in front of—at the beginning (in relation to the point): 

He was standing in front of a long queue. 

A three-wheeled car was in front of my car. 
near—close to the point; not far from the point: 


I like to have my bed near (to) the window. 


Conjunction 


The work of a conjunction is to join words, phrases, clauses, or 
sentences. But while doing so, it can also express certain idea or 
notions such as time, contrast, reason, etc. 


Types of Conjunctions 
There are two main kinds of conjunctions—co-ordinate and sub- 
ordinate: 


Co-ordinate Conjunctions join together words, phrases and 
clauses of equal rank. There are two types of co-ordinate 
conjunction: 


Simple Co-ordinate Conjunctions: and, or, but, nor: 


I looked for the dictionary on the shelf and in the 
cupboard. (phrases) 


The thunder rolled and the lightening flashed. 
(clauses) 

Correlative Co-ordinate Conjunctions (i.e. those that go in 

pairs): 

either ... or, neither ... nor, both ... and, not only ... but also: 
Neither wheat nor groundnuts grow well in this soil. 
(phrases) 


He’s not only a talented pianist but also a good 
painter. 


(clauses) 


Subordinate Conjunctions join clauses of unequal rank, i.e. 
they join sub-clauses to main clauses: 


Main clause sub-clause 


Į can buyacar when I have saved a thousand 
dollars more. 


Subordinate conjunctions are of three kinds: 


Simple Subordinate Conjunctions: 


After, (al)though, as, because, before, if, how(ever), like, once, 
since, that, till, unless, until, when(ever), where(ever), whereas, 
whereby, whereupon, while, whilst. 


Compound Subordinate Conjunctions: 
except that, for all that, in that, so that, in order that, 
in order + to infinitive, such that. 


But (that), now (that), providing (that), provided 
(that), supposing (that), considering (that), given 
(that), granting (that), granted (that), admitting (that), 
assuming (that), presuming (that), seeing (that), 
immediately (that). 


As for as, as long as, as soon as, in-so-far as, 
according to, so as (+ to infinitive). 


As if, as though, in case. 
Sooner than, rather than. 


e Correlative Subordinate Conjunctions: (i.e. those that go in 
pairs): 


if... then, (al)though ... yet/nevertheless, more/less/-er ... that, as 


... aS, SO ... aS, SO... (that), such... as, such ... (that), no sooner 
... than, whether ... or, the ... the. 


Note: Some subordinating conjunctions are also prepositions: as, 
like, since, until, till, after, before, but. 


Function of Conjunctions 
Co-ordination of words 
(of the same word class): 


NounsThe violin or the cello is a suitable instrument 
for her. 


Adjectives The house is beautiful but old-fashioned 


Conjunctions If and when the electricity is 
installed, we can move to the house. 


Adverbs He works slowly but skilfully. 
Co-ordination of Clauses 
(or parts of clauses) 

Maria plays the guitar and she also sings in three 


languages. Arshad is a bright student but he makes 
little effort. 


You may study French or you may take Dutch. 
Co-ordination of Parts of Clauses: 
(Note: This occurs where repeated items may be omitted.) 


Subjects: 


I bought some apples, mangoes, and I bought some 
limes. 


Rashid and his sister are frequent visitors to London. 
Verb Phrases: 


She writes, or used to write, to her pen-friend every 
month. 


Complements: 
He is tall but skinny. 
Adverbials : 


I can mend the hole in your dress by hand or by 
sewing machine. 


The special meanings of Conjunctions 


The following examples will show that conjunctions are also 
used to express certain ideas in English: 


To express contrast (but, yet, nevertheless, still, however) 


Adeel is intelligent but lazy. 
We opened the factory a year ago; still we are not 
showing a profit. 
Mr Hamid is a strict headmaster; nevertheless the 
pupils like him. 

To express choice (or lack of choice) (or, either ... or, neither ... 

nor, else) 
We shall spend our vocations either in France or in 
Spain. 
We had to pay a high price or (else) he would have 
sold it to someone else. 
Either you will obey the rules or you will be sent 
home. 

To express deduction or conclusion (for, therefore, so) 
The road was blocked by a landslide, therefore we 
had to take the old road. 
She expected to receive free medical treatment for 
she was a poor widow. 
The business is improving so we can give larger 
bonuses this year. 


To express time (when, while, as, before, after, till, until, since, 
whenever) 


My mother has got thinner since I last saw her. 

P Il pass on your message whenever I see him. 

Mrs Ahmad wept after she received the bad news. 
To denote place (where, wherever) 

She found her purse where she had left it in the bus. 

Wherever the cat goes, her kittens follow. 


To express manner or comparison (as, as ... aS, SO ... as. as if, as 
though, than) 


He is nearly as tall as his father. 
To express condition (if, unless) 
Unless the rain stops, the football match will be 
postponed. 
If I win the welfare lottery, Pll go for a trip around 
the world. 
To express reason (as, because, since) 
The man was sent to prison because he had 
committed a crime. 
Since the test is on Friday, you should be reading 
your books. 
To express purposes (so that, that, in order that) 
We took a taxi to the stadium so that we wouldn’t be 
late for the game. 
A note was sent to all the classrooms in order that 
every boy 
would know to wear a tie on Mondays. 
To express result (so ...that, such... that) 
Mr Munir is so busy with his work that he has no 
time for his family. 
There was such a crowd at the theatre that the police 
had to be called. 
Omission of conjunctions 
When several items are linked together, the conjunction is 
usually omitted (or left out) before all items except the last one. 


Please bring me a tomato sandwich, an egg sandwich 
and a bottle of coke. 


This year she is studying History, Geography, French 
and Spanish. 
Often the conjunctions are omitted before the adverbs then, so 
and yet: 
My income is low (and) yer I still manage to live on 
it. 


Her mother is seriously ill (and) so she has to visit the 
hospital every day. 


The car hit the kerb (and) then bounced across the 
road divider. 
Inter jections 


When we wish to express our feelings we some time use an 
interjection—a word of exclamation whose only function is to 
express emotion or feeling. 


Interjections can express such emotions as: 


surprise Oh, What a lovely present! 

satisfaction: Ah, that’s much neater essay! 

great satisfaction: Aha those are the books I’ ve been 
looking for. 

great surprise: Wow, did you see that goal? 

pain: Ouch, yow re treading on my foot! 


Ow, I’ve hurt myself. 
excitement/delight: Yipee, grandfather is coming to 


visit us! 

disgust: Ugh, what a filthy kitchen. 
pleasure, pain: Ooh, the water’s lovely and 
cool. 


Ooh, my back aches terribly. 


llil— Tenses 


As their main function, verbs describe an action or a state of 
being on the part of the subject. Ho wever, verbs also tell “when” 
an action took place or when the state of being existed— and 
this property of the verb is the tense of a verb. In English, we 
use three simple tenses (Present, Past, and Future) to express an 
action that is simply occurring. And we use three compound 
tenses—called perfect—to express an action that we consider to 
be completed. Each of the six tenses has a companion form 
called the progressive form, which tells us that the action named 
by the verb is a continued or progressive action. The progressive 
consists of the present participle (the—ing form of the verb) plus 
the proper form of the verb to be. 


Here in this chapter we shall concentrate on those forms of 
tenses that students mostly find confusing. 


Simple past/present perfect 


We use the simple past tense (was, wanted, taught etc) about a 
past event when we know the time it happened or when the time 
is important. 


We use the present perfect (have + past participle) about a past 
event when what happened is more important than when it 
happened, or when we do not know the time it happened. The 
effect of the event on the present is also important. 

Write the verbs in these sentences in the simple past(when the 
time is stated) or in the present perfect(if the time is not stated): 


I (meet) him. I have met him. 
I (meet) him on Tuesday. I met him on Tuesday. 


Exercise 
I (see) your advertisement in the Star of 12" 
November. 
I (teach) English in Spain. 
I (obtain) an EFL diploma in 1975. 
When I left school, I (train) to be a secretary. 
I never (work) with computers. 
I (use) a telephone switchboard before. 
I (go) to university when I was eighteen. 
I (see) from your CV that you (study) engineering. 


Present perfect progressive 


The present perfect progressive tense (have been verb-ing) 
describes something which started in the past and which is still 
happening. Make sentences in the present perfect progressive 
from these prompts: 


a-working there 

How long have you been working there? 
b-five years 

I have been working there for five years. 


Exercise 


a- working in your present job b- three years 

a- studying computer science b- six months 

a- teaching English b- eighteen months 
a- waiting b- twenty minutes 
a- thinking about the job b-all day 


Past perfect tense 


We use the past perfect tense (had + past participle) to refer to 
something which happened before something else in the past. 


I failed my examination and then I retrained as an 
accountant. 


After I had failed my examination, I retrained as an 
accountant. 


Exercise 


Rewrite these sentences using the past perfect: 


I taught in London and then I was a teacher in Spain. 


I left St John’s College and then I went to Brown’s 
College. 


I trained for three years and then I left the country. 
I studied in Paris and then I left the country. 


I did a secretarial course and then I worked for 
Greenalls. 

I talked to the employment officer and then I decided 
to start my own business. 

My business failed and then I started to work for 
Mitchell Electronics. 

My children grew up and then I went back to work. 


After verb-ing 
Instead of using the past perfect tense, we sometimes use the 
construction after verb- ing. 


Rewrite the sentences in the above Exercise, like this: 


I failed my examination and then I retrained as an 
accountant. 


After failing my examination, I retrained as an 
accountant. 


The past perfect continuous tense 


The past perfect continuous tense expresses duration of a single 
event or happening up to the past time. In other words it occurs 
with two signals: one indicates the length of the activity in 
progress, and the other indicates a specific point in time in the 
past: 
They had been trying to reach us by phone all day. 
They had been planning for a long time to move to 
the city. 
She had been studying for several hours before she 
realised she was hungry. 


Will 


The ‘will + infinitive future’ (negative-will + not = won’t) is 
sometimes used when you make an immediate decision about 
the future and sometimes used when you predict (give your 
opinion about) the future. 


Exercise 
Identify as to which kind of ‘will’ future the following sentences 
are: 

I will go and look in the files. 

We will need two bathrooms. 

I won’t be a moment. 

Do you think Jonathan will be all right? 

Of course he will be all right. 

I will send you details of my suitable flats. 


You answer the door and I answer the phone. 
How will I spend all the extra money? 
I will find out the details tomorrow. 


The Future: present progressive/going to 


The ‘going to + infinitive future’ expresses a plan or intention, 
the present progressive (with a future time expression)is used 
when there is a definite arrangement. 


I am going to visit my mother. (My intention; my 
mother may be surprised) 


I am visiting my mother tonight. (We have a 
definitive arrangement; she is probably prepared a 
special meal.) 


Exercise 
Write the verbs in these sentences in the present progressive or 
with going to. 
Junaid (to stay) with his grandmother. 
He (to leave) school next year. 
He (to see) the careers adviser this week. 
She (to be) a ballet dancer. 
He (to move in) on Saturday. 
She (to start) work next week. 
What are you (to do) when you leave school? 
I (to meet) the personnel officer at 11 am. 


Special Problems in Use of Tenses 


Students often make mistakes or feel uncertain in some uses of 
tenses. Some of these uses are clarified here. 


Conversion of direct to indirect discourse: In converting 
direct to indirect discourse the tenses of the original quotation 
are whenever possible pushed one stage further into the past. An 
original present tense form becomes past and original past form 
becomes past perfect. Since there is no tense more past than past 
perfect an original verb in that tense does not change. 

He said, “I want to visit Japan.” 

He said he wanted to visit Japan. 

He said, “I wanted to visit Japan.” 

He said he had wanted to visit Japan. 


He said, “I had wanted to visit Japan before the 
imposition of the visa restrictions.” 

He said he had wanted to visit Japan before the 
imposition of the visa restrictions. 


Discrimination between the use of past and present prefect 
tenses: Examine the following sentences: 


Ahmad was an orthopaedic surgeon for ten years. 
Ahmad has been an orthopaedic surgeon for ten 
years. 

Do these two sentences mean exactly the same thing? 
I have finished reading the book yesterday. 
I finished reading the book yesterday. 
I have finished reading the book. 


Exercise 
I (went or have gone) to the concert yesterday. 
I (didn’t get or haven’t got) my parcel yet. 


I (know or have known) him for more than twenty 
years. 


I (already did or have already done) it. 
I (am working or have been working) here a month. 
He (is or has been) in this country for two years. 


I (made or have made) that point when I expressed 
my disagreement with the proposal. 

I (have or have had) an account in the bank for the 
past twenty years. 


Past or past perfect: The past perfect is used to indicate that, of 
the two past actions, one took place before the other. 


Exercise 


In the sentences that follow, use the past or past perfect tense for 
the verbs in parentheses. 
I Goin) the Institute after he (graduate). 
When he (move) to Rawalpindi, I (know) him for 
five years. 
I (wait) there an hour, when he (come). 
The commandant of the academy (explain) in an 
interview the circumstances in which the tragic 
incident (take) place. 
The committee members (conclude) that the statues 
recovered from the tourist (be) authentic. 
By the time the police (arrive), the disturbance (be) 
settled. 
The teacher (leave) the classroom when this incident 
(take) place. 
I (feel) deeply hurt because he (betray) my trust. 
Ahmad (play) the game for forty-five minutes when 
he (replace) by a substitute. 


I never (fail) before the last term. 


Consistent use of tenses: One should be consistent in the use of 


tenses. 


Examine the following passage and note the inconsistent use of 


tenses: 


I sit down at my desk with intention of studying for 
the next four hours. Before many minutes past I 
heard a great deal of noise down on the floor bellow 
me; a water fight is in progress. I forgot about 
studying for half an hour, for it is quite impossible to 
concentrate on mathematics in the midst of all this 
commotion. After things quieted down I began 
studying again but had hardly started when a 
magazine salesman comes into my room. 


Exercise 


The following sentences contain errors in the use of tenses. 
Remove them. 


If Ahmad would have sent his application earlier, he 
would have been accepted. 


The building was evacuated before the fire company 
had arrived. 

This report deals with conditions that have been 
corrected a long time ago. 

His boss always indicated that he has the utmost 
confidence in him. 


The principal is pleased to see that the hockey team 
had done so well. 


The Active-Passive Issue 


English verbs have two voices, active and passive, which show 
whether the subject performs or experiences the action indicated 
by the verb. In writing, choosing between the voices is a matter 
of style, not correctness. However, in most circumstances the 
passive voice is less forceful than the active. The general 
principal, therefore, is to use active voice unless the situation 
justifies the use of the passive. Some guiding principles are 
given below. 


Use the passive voice sparingly. Avoid weak and awkward 
passive constructions. 


Our transportation problems were solved when his 
car was loaned to us by my father. 


My father solved our transportation problems by 
loaning us his car. 


This weekend cooking was done by my room-mate 
and shopping was done by me. 
This weekend my room-mate did cooking and I did 
shopping. 
Do not use the passive voice when it results in an awkward shift 
1n sentence structure. 


The older people sat and talked, the younger ones 
danced and sang songs, and games were played by 
the children. 


Use the passive voice when the subject is obvious or unknown 
or is not to be disclosed. 


The president was elected by a huge majority. 
The jewels were stolen last might. 


An error has been found in the statement of accounts 
supplied by the bank. 


Use the passive voice when right distribution of emphasis 
requires it. Examine the following two sentences, each one in 
two different versions. Which versions would you prefer? 


Although love for the Muslim Ummah glows in 
every line of Allama Iqbal’s “Shikwa”, numerous 
ulema denounced him as a heretic because of it. 
Although love for the Muslim Ummah glows in 
every line of Allama Iqbal’s “Shikwa”, he was 
denounced as a heretic by numerous ulema because 
of it. 

The NWFP Government granted charter to the GIK 
Institute in 1993. 


The GIK Institute was granted charter by the NWFP 
Government in 1993. 


Exercise 


Would you like any change of voice in the following sentences? 
In letters to his father, requests for money were 
frequently made by him. 

The building which is sixty years old has been 
condemned. 

He was not prepared for the test; consequently, only 
half of the questions were answered. 

The  Lahore-to-Islamabad motorway will be 
completed by the end of this year. 

A distinction is made by the political scientists 
between political and economic rights. 


The city needs money to provide adequate civic 
amenities to its inhabitants, and it will probably be 
raised by imposing new taxes. 

The judge said that the verdict would be given by 
him later. 

According to the press reports, the idea of special 
courts has been disapproved by the judiciary. 

After the carpenters had finished, work was begun by 
the bricklayers. 

It is required that the applicants should be over 
twenty-one years in age. 


!V—Punctuation 


Ability to use punctuation marks correctly, that is, according to 
the accepted conventions is an indispensable part of writing 
skills. A large number of students exhibit palpable deficiencies 
in this respect. To help them brush up and increase their know- 
how about punctuation, a quick review of the main punctuation 
marks is provided in this section. It needs to be realised that a 
writer with inadequate command of punctuation rules denies 
himself immense resources of English language for effective and 
elegant expression. 


Exercise 


A consideration of the following pairs of sentences should help 
you to appreciate the big difference a small comma can make in 
the meaning of a sentence. 


Which indicates (of the two sentences) that there were only two 
people in the car? 


The two passengers who were seriously hurt were 
taken to a nearby hospital. 
The two passengers, who were seriously hurt, were 
taken to a nearby hospital. 


2. In which has the speaker pried into the private lives of his 
friends? 


Everyone I know has a secret ambition. 
Everyone, I know, has a secret ambition. 
3. Which sentence has cannibalistic overtones? 


We are going to eat, Ahmad, before we proceed 
further. 


We are going to eat Ahmad before we proceed 
further. 


4. Which is a matter of identification? 
He is the one, I believe. 
He is the one I believe. 
5. Which is the dedication of self-confessed polygamist? 


I dedicate this book to my wife, Mary, for constantly 
reminding me of the uselessness of a scholarly career. 
I dedicate this book to my wife Mary for constantly 
reminding me of the uselessness of a scholarly career. 


6. In which case is the Prime Minister probably feeling more 
alone? 


The Prime Minister, who was recently ousted by the 
masses and his wife, arrived in London yesterday. 


The Prime Minister, who was recently ousted by the 
masses, and his wife arrived in London yesterday. 


7. In which case has the speaker managed to change his friends’ 
attitude towards him? 


Now, my friends listen to me. 
Now my friends listen to me. 
8. Which is the neurotic personality? 


She too eagerly awaits the spring. 
She, too, eagerly awaits the spring. 


9. Which sentence shows extraordinary powers of persuasion? 


I left him convinced he was a fool. 
I left him, convinced he was a fool. 


10. Which makes certainty seem an objective hard to attain? 


It’s sometimes a little difficult to be sure. 
It’s sometimes a little difficult, to be sure. 


11. Which is more flattering to Mrs. Khan? 
Mrs. Khan is a pretty generous woman. 
Mrs. Khan is a pretty, generous woman. 
12. Which expresses sincere regret? 
I’m sorry you cannot come with us. 
I’m sorry, you can’t come with us. 
13. Which convict has a hollow leg? 


The escaping convict dropped a bullet in his leg. 
The escaping convict dropped, a bullet in his leg. 
14. Which is a libel on the fair sex? 
Thirteen girls knew the secret, all told. 
Thirteen girls knew the secret; all told. 
15. Which is denial that politics had anything to do with 
Ahmad’s appointment? 
Ahmad didn’t get the appointment, because he is 
Congressite. 
Ahmad didn’t get the appointment because he is 
Congressite. 
Use of Comma 


The comma is used to make the internal structure of the sentence 
clear. It does so in three general ways: (1) by separating 
elements which might otherwise be confused, (2) by setting off 
interrupting constructions, and, (3) by marking words out of 
normal order. 


Separation of elements which might otherwise seem to run together 


1. To prevent a confused, ambiguous, or awkward reading. 
Hamid our milkman has been hurt. 
Hamid, our milkman has been hurt. 
Hamid, our milkman, has been hurt. 


I do not care for money isn’t everything. 

A hundred yard below the bridge was flooded. 

When we had finished eating the cigarettes were 
passed around. 


To separate two main clauses joined by a co-ordinating 
conjunction (and, or, nor, but). 


The real purpose of this convention is to prevent possible 
misinterpretation on first reading. 


He sprained his ankle and his temper was ruined. 
He sold his car and his wife was angry. 


Comma is not used, when the subject of the first clause is 
understood as the subject of the second: 


I discussed the question with the family and then 
made my decision. 
3. To separate elements in a series 


He promised them only blood, sweat, toil, and tears. 


It is said of Akbar that he was first in war, first in 
peace, and first in the hearts of his people. 


We were tired, hungry, and disconsolate. 


Some books are to be tasted, others to be swallowed, 
and some few to be chewed and digested. 


4. To separate two or more adjectives that modify the same 
noun. 


He is a young, energetic, and enterprising person. 

5. To separate contrasted elements in this, not that, construction. 
He is sick, not drunk. 
We were disgusted, not angry. 


This problem needs handling with sympathy, not 
harshness. 


6. To separate direct quotations from such constructions as He 
said, She replied, etc. 


7. In the following miscellaneous constructions: 
In figures - 22,745; 1,000,000; 150,743, 290. 
In names followed by titles—A. B. Zahid, M.D. 
At the end of the salutation in informal letter—Dear 
Hamid, 
After introductory yes or no—yes, I'll do tt. 


8. To separate elements in dates, addresses, and place names. 


The meeting of the senate was held on Tuesday, 
August 15, 1997. 


Exercise 


In the following sentences insert commas where they are needed 
for ease of reading or are conventionally required. Some of the 
sentences may be satisfactory as they are. 


Below the town glittered with a million lights. 


The students sat tensely while the question papers 
were being distributed and then began to write 
feverishly. 


I cannot stay longer for my brother will be expecting 
me to meet him at the station. 


The room was a clutter of discarded clothing, 
scattered books and newspapers overflowing ashtrays 
and dirty dishes. 


He praised the food and the waitress seemed pleased. 
After all his plans were too ambitious. 
Throughout the game was hopelessly one-sided. 


He broke his wrist and his right ankle was 
discoloured and swollen. 


The correct sum is 4550 not 6550. 
He traded his car and his wife was angry. 
II. Use of commas to set off an interrupting construction 


Any construction which comes between subject and verb, verb 
and complement, or between any two elements not normally 
separated, may be called an interrupting construction. A 
distinction, however, has to be made between constructions 
which actually interrupt and those which come between related 
elements without interrupting them. 


The man, you say, has gone. 
The man you want has gone. 
1. To set off an appositive. 


An appositive is an identifying word or phrase (a noun or 
pronoun and its modifiers) which is considered grammatically 
equivalent to the noun or pronoun it identifies. 


Hamid, the champion, has retired. 


His father, the president of the company, will be 
responsible. 


They want us, you and me, to go. 


I went to see Dr. S. Hamid, the English professor. 
2. To set off nouns of address. 


A noun of address is a proper or common noun used to name the 
listener when we are speaking to him directly. Such nouns may 
occupy the beginning, middle, or end of a sentence, so that 
strictly speaking they are not always interrupters. 


I think, madam, that you had better leave. 

Sir, you are like a pin, but without either its head or 
its point. 

I wish I were going with you, Hamid. 

3. To set off conjunctive adverbs and other transitional markers. 
We thought, moreover, that we could get away with 
it. 

You must try, first of all, to consider it objectively. 

4. To set off a non-restrictive modifier. 

A modifier is said to be restrictive when it specifies a particular 

member or members of a group. When a modifier does not limit 


aclass to a particular group or individual but modifies the whole 
class, it is said to be non-restrictive. 


All the students who were absent will be required to 
do an additional assignment. 

College students, who represent a superior 
intellectual group, must be asked to accept the 
responsibility of leadership. 

Soldiers who have flat feet had better stay out of the 
infantry. 

Soldiers, who are selected by physical fitness tests, 
should show a lower sickness rate than that of the 
total population. 


Restrictive modifiers are so much a part of the whole subject 
that they cannot be omitted without changing the basic meaning 
of a sentence. Non-restrictive modifiers, on the other hand, can 
be omitted without significant change in basic meaning. 
Compare the following revisions of the examples quoted above. 


All students... will be required to do an additional 
assignment. 


College students... must be asked to accept the 
responsibility of leadership. 

Soldiers... had better stay out of the infantry. 
Soldiers... should show a lower sickness rate than that 
of the total population. 


Restrictive modifiers are not set off by commas, because they 
are felt to be essential part of the element they modify. Non- 
restrictive modifiers are felt to be similar to the interrupting 
constructions and are therefore enclosed by commas. 


Exercise 


Distinguish between restrictive and non-restrictive modifiers in 
the following sentences. Set off the non-restrictive modifiers by 
commas. 

Girls who hate cooking are poor matrimonial risks. 


Boys who are physically frail should not be subjected 
to strenuous athletic programmes. 


The man driving the car is Hamid. 
Hamid driving a bus was charged with obstructing 
the traffic. 


Salesmen who don’t argue with customers make 
more money. 


Salesmen most of whom are young men lead an 
unsettled life. 


The pilot realising his plight radioed for instructions. 
The pilot who radioed for instructions is no more in 
contact with the tower. 

His father satisfied with the decision wisely kept 
quiet. 

His father resentful of his extravagance asked for 
monthly rendition of accounts. 

They questioned the man who reported the robbery. 
The man who reported the robbery is not traceable. 
The man at the back of the room was told to leave. 
The man evidently hurt seriously was taken to the 
hospital. 

The fighters who were quite obviously stalling were 
disqualified. 


Exercise 


In the following sentences provide commas to set off 
appositives, nouns of address, conjunctive adverbs, and non- 
restrictive modifiers. Some sentences may require no additional 
punctuation. 


Mr. Sheikh the new maths instructor was born in 
Swabi. 


The man wearing the jinnah cap is his uncle. 


The tall man who happened to be wearing a jinnah 
cap said he had never seen an elephant in his life. 


Do you think Hamid that we could have a game of 
chess after finishing this work. 

Is this your umbrella Mr. Sheikh? 

The suit that he bought two years ago fits him better 
than the one he bought last winter. 

The doctor looking grave came towards us. 

I thought however that things would be different this 
time. 

The woman evidently on the edge of tears could 
hardly finish her story. 

Sir may I interrupt you for a while? 

My father who is an electronic engineer helps me 
with my assignments. 

The dog which had been evidently trained sat beside 
the table and begged for food. 

First turn on the gas and oil; second set the choke; 
third pull the rope. 

I had a talk with the man who witnessed the accident. 

I had a talk with his father who is not so crotchety as 
you led me to believe. 

This disease is killing off most of the old elms; 
consequently the people in our neighbourhood are 
planting maples. 

No I mean Mr. Hamid who lives on the Masson 
Road. 

I hear that Hamid the leader of the expedition was 
badly hurt in the blizzard. 

A scientist called Hamid was chiefly responsible for 
this project. 


Mr. Hamid our next door neighbour has a son who 
was second in the All Pakistan Declamation Contest. 
There is some talk that he has been selected to 
represent Pakistan in the contest to be held in 
London. That however may be a rumour only. 

III. Use of commas to mark an inversion 


1. To emphasise an inverted element. 
Myself, I will vote in favour of it. 
Except for physics, my courses are quite easy. 


But if the inversion is so common as to seem normal, the comma 
is usually omitted. 


Yesterday I had a bad time of tt. 
In the following sentences the verbs are underlined. 


2. To separate a long introductory phrase or an adverbial clause 
preceding the main clause. 


When a sentence opens with a long phrase or adverbial clause, it 
is conventional to use a comma between this element and the 
main clause. 


Pulling over to the curb at the first opportunity, I 

waited for the fire engine to pass. 

Being ignorant of the facts of the situation, I could 

say nothing. 

If I go, you will be sorry. 

When you say that, smile. 
This convention is not universal, for writers sometimes feel that 
a particular introductory construction is so closely related in 
meaning to the main clause that the separating comma is 


undesirable. The general principle is to use the comma if it 
makes the sentence clearer and reader’s job easier. 


Exercise 


In the following sentences insert commas to set off inversions 
and introductory constructions where desirable. 


Dissatisfied with our performance the director 
announced extra sessions of practice. 


In a last desperate effort to score the team went into a 
spread formation. 


If you want it take it. 


On learning that his wife had never formally 
renounced her share of the property and could still 
block its sale we told the real estate agent that we 
were no longer interested. 


As far as I know that is the answer. 
Just the other day I saw his mother. 
Whoever he is he should be helped. 
If he objects tell him to talk with me. 


Knowing that he had a tendency to make a ten- 
minute speech in five minutes Hamid timed his 
delivery with a stop-watch. 

Angry my roommate threw the tickets in the fire- 
place. 


Misuse of the commas 


Too many commas are far more annoying than too few. The 
following rules should be carefully observed. 


a. Do not use a comma instead of a period between independent 
sentences. 


He spoke very quietly, as I listened, I had the 
impression that he was speaking to himself. 


There was nothing more to be said, when they took 
that attitude, further negotiation was impossible. 


b. Do not use a comma between closely related elements except 
to mark an interrupting construction. The comma should reveal 
the structure of a sentence, not disguise it. Closely related 
elements (subject-verb or verb-object) are unnecessarily 
separated if a single comma is placed between them. 

My car, is at the service station. 

He said, he would try. 


The student who lost this money, may need it. 
Excessive use of commas 


One should be as frugal in the use of commas as possible. The 
modern tendency is to keep punctuation to a minimum. Hence it 
is usual to avoid commas which serve no recognisable purpose. 
It should not be assumed that a comma must be used in a 
particular sentence because convention recommends it. There 
are times when slavishly following the rules will chop a 
sentence into pieces. 


However, it is not, in my opinion, desirable. 


Yesterday a little, old lady, in a dilapidated, old 
Honda, picked me up, and brought me home. 


The follo wing jingle offers sound advice about use of a comma: 


When in doubt, leave it out. 
Exercise 


Prof. Khan’s office the one at the end of the lecture 
theatres contains most if not all the books you need. 


Mr. Khan the principal of our school is a strict 
disciplinarian. 


It is the pressure of getting work done on time not the 
work itself that gets on my nerves. 


Protected from wind rain and cold an underground 
house will have low fuel bills. The owner will not 
have to pay for exterior painting which is necessary 
every few years on a surface house. If the country 
ever decides that people should move underground. 
I'll be the first to go. 

In my walk through the streets of my home town I 
was depressed to find apartment houses and 
supermarkets in places where there used to be 
playgrounds and fruit gardens. 

Semantics which is concerned with the meanings of 
words and their effects on human behaviour is a 
proper study for university students. 

Infinite patience an enquiring mind and a sense of 
humour are assets in any profession. 

The dull dreary morning sky looked ominous to the 
members of the expedition. 

A majority of the graduating class fifty five percent 
in fact aspires for jobs in foreign companies. 
Musicians don’t retire they stop when there is no 
more music in them. 

England is a paradise for women and hell for horses 
Italy a paradise for horses hell for women. 

A hiker who is lost in the woods should remember 
these rules carry a compass know how to use it and 
don’t panic. 

This two storey structure was built in the 1950s. 


Mr. Burkbaaz the well known actor was murdered in 
august 1993. 


Hyphens function in two ways to form compounds 
and to divide words at the end of the line. 


Exercise 


Will it be correct to use commas at the places marked with 
brackets? Give reasons for your choice. 
Sometime students who have attended preparatory 
schools [ ] have trouble adjusting to large public 
universities. 
It is often noticed [ | that a person’s physical 
characteristics influence his personality. 
Primitive agricultural tools [ | and bits of clay 
pottery were found buried in the river bed. 
He wanted more time for study [ ] and 
contemplation. 
Student who do not do well in engineering studies [ 
] may have talent and aptitude for some other field. 


The sharp command of the coach to the payers in the 
back field [ ] was drowned out by the cheering 
crowed. 


Summary of the uses of the commas 


Use comas to separate items in a series. 


Use commas to separate two or more adjectives that modify the 
same noun. 


Use a comma before and, but, or nor, for, yet when they join 
inde pendent clauses. 


Use commas to set off nonessential clauses and nonessential 
participial phrases. 
Use acomma after certain introductory elements: 
After words such as well, yes, no, why etc., when they 
begin a sentence. 
After an introductory participial phrase. 


After a succession of introductory prepositional 
phrases. 


After an introductory adverb clause. 
Use commas to set off expressions that interrupt the sentence: 


Appositives. 
Words in direct address. 
Parenthetical expressions. 


Use acomma in certain conventional situations: 


To separate items in dates and addresses. 

After the salutation of a friendly letter and the closing 
of any letter. 

Do not use unnecessary commas. 


Use of Semicolons and Colons 


Both semicolon and colon are quite commonly used marks of 
punctuation. Their functions are different, and they cannot be 
used interchangeably. The semicolon is a mark of separation; the 
colon a mark of anticipation directing the reader’s attention to 
what follows. 


Use Semicolons to separate closely related independent clauses 
not connected by a conjunction. 


Out of quarrel with others we make rhetoric; out of 
quarrel with ourselves we make poetry. 


His mother won’t let him; she is afraid he might get 
hurt. 


A statesman is a politician who places himself at the 
service of the nation; a politician is a statesman who 
places the nation at his service. 


In these sentences a period could be used instead of the 
semicolon. But the clauses, even though grammatically 
independent, are felt to be so closely related that a period makes 
too sharp a separation. 


A semicolon provides a more emphatic separation than the 
comma; it affords an easier transition between statements than 
the period; it is, therefore, the most appropriate punctuation to 
balance two contrasted ideas parallel in form. 


But however immature they are, these characters are 
not dull and insipid; on the contrary, they are lively 
and hauntingly real. 

Take care of the adults; the children can take care of 
themselves. 

It was not the hours or the wages that discouraged 
me; it was the constant monotony of the work. 


Use a semicolon before a transitional connective (conjunctive 
adverb) between two main clauses. 
It won’t work; therefore there is no sense in buying it. 
His argument has some merit; however, he goes too 
far. 
His eyes went bad; consequently he had to resign his 
position as a proof-reader. 


Use a semicolon to separate elements in a series when they 
contain internal punctuation. 


Among those who attended the meeting were Dr. A. 
Hamid, the Chairman of Electrical Engineering 
Department; Mr. A. G. Kazi, the Registrar of the 
University; and Dr. Hadi, the Director of Research 
and Extension Services. 


Misuse of Semicolon 


Do not use a semicolon as the equivalent of a colon. 


My record shows that the following students have not 
handed in the assignment; Mr. X, Mr. Y, and Mr. Z. 


Do not use a semicolon as the equivalent of a comma. 


A comma is an internal punctuation and is used only within a 
sentence; a semicolon is a stronger mark and is used between 
grammatically independent statements. A semicolon may be 
substituted for a comma between main clauses joined by a 
conjunction when more emphatic punctuation is desired; but a 
semicolon cannot be substituted for a comma between a main 
clause and a subordinate construction. 


Although I seldom have trouble with grammar or 
spelling; I never seem to use the right punctuation. 


Avoid indiscriminate substitution of semicolons for periods. 


The semicolon and the period have different functions and 
should not be used interchangeably. The normal punctuation 
between independent statements is the period but if a writer 
wishes to relate their contents more closely than a period would 
permit, he may use a semicolon. 


The nomad of the past moved through blizzards and 
parching heat, always pursued by hunger, but he 


carried with him his buffalo-hide tent, his family and 
the rest of his tribe; he carried his social setting with 
him and, as often as not, the physical structure that he 
called his home in contrast the new nomads of today 
leave behind their physical structure and, but for the 
family, their entire setting. 


The Colon 


Use colon to mean “note what follows.” 
Before a list of items, especially after expressions like as follows 
and the following. 
The application for the membership of the Hockey 
Club asked the following questions: 
(i) how well do you play hockey? 


(ii) were you member of the college or school team? 
and 


(iii) have you ever played in any major tournament? 
There will be special discount on the following items 
during the next two months: refrigerators, deep 
freezers, air-conditioners, micro ovens, etc. 
Before along, formal statement or quotation. 

The President concluded his revolutionary speech 
with these ringing words: “Is life so dear as to be 
purchased at price of chains and slavery? I know not 


what course others may take; but, as for me, give me 
liberty, O, God, or give me death!” 


Here are the four main uses of the comma: 
(i) to prevent misreading; 
(ii) to Separate items in a Series; 


(iii) to set off expressions which interrupt the 
sentence; and 


(iv) to set off introductory phrases and clauses. 


Between independent clauses when the second clause explains 
or restates the idea of the first. 


(i) The prisoner refused to make a request for parole: 
he felt safe and comfortable in the prison. 


(ii) The reasons for the success of the play are 
obvious: it has an engaging plot, witty dialogues, and 
a powerful theme. 


(iii) The human brain is a wonderful organ: it starts to 
work as soon as you are born and doesn’t stop until 
you get up to deliver a public speech. 
(iv) Communism is like prohibition: it’s a good idea 
but it won’t work. 
(v) Politicians are the same everywhere: they promise 
to build bridges even where there are no rivers. 

Use colon in certain conventional situations 


(i) Between hours and minutes 
3:30 A.M. 


(ii) Between chapters and verses in referring to 
passages from the holy books 


Genesis 4:2 


(iii) Between volumes and numbers or between 
volume and page number of a periodical 


Forum 22:4 
Engineer 22:110-115 


(iv) After salutation of a business letter 


Dear Sir: Dear Madam: 
Gentlemen: Dear Mr. Ahmad: 


Exercise 


Punctuate the following sentences. Some of them call for 
semicolons or colons and some need other punctuation marks. 


Mr. Khan is a graduate of three celebrated Pakistani 
educational institutions Cadet College Hassan Abdal 
Government College Lahore and Lahore University 
of Business Management. 

The other members of the delegation are Dr. M A 
Qureshi Dr. Fazal Khalid and Dr M. Mujahid. 

Every new study reaches the same grim conclusion 
the world is on a treadmill when it comes to feeding 
the growing populations of developing countries. 

The evidence is incontrovertible therefore I urge you 
to act. 

Think of all that has happened in the last five decades 
spaceships and penicillin computers and dish washers 
air conditioners and atomic power five day 
workweeks and internets. 

The humanities are the study of man his languages 
his literature his philosophy and his culture. 


The building inspectors found no major violations 
nevertheless they insisted on the installation of 
brighter electric lights in the hallways. 


Let me not pretend to learning I do not have though I 
studied literature and philosophy in college most of it 
to my shame has gone with the wind. 


The sceptics admit something must have been seen 
the question to be answered is what it was. 


Television is in the middle of a new controversy over 
the old problem how good are its programmes and 
who should make them better. 


In most espionage projects there are three elements 
the individual who has access to secret material the 
contact man who persuades him to steal it and the 
agent who transmits it to where it is wanted. 

We are enclosing the information requested however 
our backlog of mail address is so greater that we 


cannot promise delivery of goods before December 
1997. 

The revival of the old marriage rituals has some 
positive aspects it seems to fulfil the need of the 
urbanites to recapture feelings of community life 
which they miss in the big cities. 

Their aim and ideals seem admirable their methods 
however are questionable. 


Knowledge without commitment is wasteful 
commitment without knowledge is dangerous. 


Hyphenation 


Hyphens are used for two purposes: to divide a word at the end 
of line, and to join two words as a compound. 


1. Use a hyphen to divide a word at the end of a line. 
a. Divide a word between pronounceable parts only. One- 
syllable words should never be divided. 

play-ed played 


b. Do not divide a word so that a single letter stands alone. If 
possible do not divide a word so that only two letters are carried 
over to the next line. 


i-solate iso-late 
democra-cy democ-racy 


c. A word having double consonants should be divided between 
the consonants. 


control-ling bil-lion 


d. Words having prefixes and suffixes should be divided 
between the prefix and the root of the word or between the roots 
of word and the suffix. 


e. Hyphenate compound words between the elements of the 
compound 


arm-chair black-birds sail-boat 


2. Use a hyphen between elements of a compound. Some 
compounds (blackboard, steamship) are written solid; others 
(dirt cheep. wedding ring) are nearly always written as separate 
words; still others (father-in-law, ready-made, up-to-date) are 
usually hyphenated. There is an increasing tendency to write 
compounds as solid, especially in an informal style, but in 
general a hyphen is preferred in the following types. 


a. Hyphenate a compound modifier preceding a noun. 


A self-made man An off-the-cuff 
judgement 


A round-by-round report A tear-jerking story 


b. Hyphenate a compound consisting of a prefix and a proper 
name. 


Anti-Hitler Pro-Russian 
c. Hyphenate compounds of ex and a noun 
ex-wife ex-president 
d. Hyphenate most compounds beginning with self 
self-satisfied self-conceit 
But selfless and selfsame are written solid. 
Dash 


The dash should not be used as a general utility mark to 
substitute for a comma, a period, semicolon, or colon. It is a 
specialised punctuation mark which serves the following 
purposes: 

a. To stress a word or a phrase at the end of a sentence 


In the whole world there is only one person he really 
admires—himself. 

And now it is my pleasure to present a man we all 
know and admire and to whom we are all deeply 
indebted—Prof. A.B. Khan. 

He uses statistics as a drunken man uses lamp- 
posts—for support rather than illumination. 

An after-dinner speech should be like a lady’s 
dress—long enough to cover the subject and short 
enough to be interesting. 


b. To sum up or complete an involved sentence. 


To live as free men in a free country; to enjoy the 
right to think and speak as we like; to feel that the 
state is the servant of its people; to be a partner in the 


conduct of the affairs of the nation—all this is what 
democracy means to us. 


c. To mark an interrupted or unfinished quotation 
“Pd like to” he said, but I’ m—*‘ 


d. When used in pairs, to set off a pronounced interruption. 


There will never again be—you may be sure of 
this—so glorious an opportunity. 

This answer—if we can call it an answer—is 
completely meaningless. 


e. To mark a sharp turn in thought 


He is a humble man—with a lot to be humble about. 


He praised Hamid’s intelligence, his high sense of 
responsibility, his efficiency, his hardwork—and then 
promoted his junior colleague. 


I know two kinds of audience only—one coughing 
and one not coughing. 
f. To enclose parenthetical element (to give greater emphasis to 
elements that could also be set off with commas). 


Still we do condemn—we must condemn—the 
cruelties of slavery, fanaticism and witch-burning. 
Capitalisation 
Capitalise the first word of each sentence and of each line of 
regular poetry. 
Capitalise the first word of a direct quotation. 
Capitalise proper nouns. 
Capitalise adjectives formed from proper nouns. 
American Pakistani 


Capitalise nouns or pronouns referring to deity. 
God Lord He His 
Capitalise names of offices only when they are used as titles. 
Prime Minister Liagat Ali 
Liaqat Ali was the first prime minister of Pakistan. 


Capitalise north, south, east and west and their derivatives only 
when they refer to geographical areas. 


They live in the East. 

The east side of the field is wet. 
The North. 

The northern side of the town. 


Capitalise titles of books, magazines, plays and the headings of 
chapters or sections of work. 


A common noun or adjective is not capitalised unless it is part of 
a proper noun. 

Punjab Univers ity 

A university in Punjab 
Capitalise all important words in the names of organisations, 
business firms, buildings etc. 

House of Representatives 

Department of Interior 

GIK Institute of Engineering Sciences & Technology, 

Topi 


Do not capitalise the names of school subjects except for proper 
nouns and adjectives. 


Russian Greek Sanskrit 
mathematics bookkeeping 


Mathematics I Bookkeeping II 


Capitalise the parts of a compound word as if each part stood 


alone. 


French-speaking students God-given rights 
anti- American feeling 

Afro-Asian Solidarity Indo-European 
languages 

Anglo-American block 


Capitalise the first word of a sentence after a colon if the writer 
wants to give it emphasis. Do not capitalise it if the sentence is 
closely related to the preceding clause. 


Indeed, if Galileo had not been a_ highly 
knowledgeable amateur theologian he would not 
have gotten himself into serious trouble: the 
professionals resented his intrusion. 

Quite a few teachers in the department of science 
would tell their students: We scientists deliver the 
laws of nature to the philosophers who have to 
interpret them. 


Exercise 


Remove unnecessary capitalisation in the following sentences: 


He is a four-star General in the Pakistan Army. 

The Rector advised the new entrants how to make the 
best use of their stay at the campus. 

My father wants me to be a University Professor but I 
personally like to join a multi-national. 

Go East for about 2 miles and turn North. 

His father is an Air Vice Marshall in the PAF. 


Modern Universities developed from the European 
Monastery schools of the Middle Ages. 

The University of Engineering and Technology has 
fourteen Faculties, each one being under the 
supervision of a separate Dean. 

We have to take two courses in Applied Psychology. 


Exercise 


In the following passages identify the words that should be 
capitalised. 


The league of nations, an international association of 
countries created after world war I, has been 
compared with the united nations. The league was 
formed in january, 1920, in geneva, under the 
leadership of the late president of the united states 
woodrow wilson. The charter of the united nations 
was developed from proposals agreed upon at a 
conference held at dumbarton oaks, an estate in 
wahs ington, d.c. 
Dr. Khan chairman department of science has 
notified that students who wish to qualify for 
advanced-standing courses in chemistry or physics 
must maintain eighty-five percent score in earth 
science I or biology I. 
She asked, “what makes the things hold together”. 
The greeks called their chief god zeus; the romans 
called him jupitor. 
Ayub Khan secured confirmation as the president 
through manipulated votes of an electoral college. 
Unde rlining (Italics) 


Use underlining (italics) for titles of books, periodicals 
newspapers, works of art, ships, etc. 


(1) The Pakistan Times 
(ii) Herald 
Note: The use of quotation marks for titles is generally limited to 


short compositions such as stories or parts of books such as 
chapters or articles. 


Use underlining (italics) for words and letters referred to as such 
and for foreign words. 


Conventions about numbers 

Do not begin a sentence with a numeral. 
212 candidates took the test for award of the 
scholarships. 
Two hundred and twelve candidates took the test for 
award of the scholarships. 


Hyphenate all compound (two-word) numbers from twenty-one 
to ninety-nine. Do not hyphenate a fraction unless it is used as 
an adjective. 


This event took place thirty-two years back. 
He won by a two-thirds majority. 
Two thirds of the students deserves first-class marks. 


Spell out numbers of one or two words. Write numbers of more 
than two words as numerals. 


12,776 1857 
ten cents seventy-nine 


Exceptions: In statistical and technical writing, all numbers are 
generally written as numerals. 


Write out numbers like third, forty-first etc. rather than writing 
them as numerals with letter endings (3rd, 41st, etc.) 


The nation is celebrating the fiftieth year of its 
independence. 


Exception: Street numbers are generally written as numerals 
with letter endings. 


The office is located at 56th street, F-6/1. 
Quotation Marks 


Use quotation marks to enclose a direct quotation—a person’s 
exact words. 


English historian George Macaulay was noted for his 
garrulity as much as for his wisdom. An acquaintance 
once remarked, “He is certainly more agreeable since 
his return from India. Now he has flashes of silence 
that makes his conversation perfectly delightful.” 


A direct quotation should begin with a capital letter. 


The professor said, “Women represent the triumph of 
matter over mind, just as men represent the triumph 
of mind over matter.” 


When a quoted sentence is divided into two parts by an 
interrupting expression such as she said or I asked, the second 
part begins with a small letter. 
“In less than five minutes,” Ahmad assured, “the 
messenger will be here for the package.” 
“John cannot see a belt,” remarked Thatcher, 
“without being tempted to hit below it.” 


If the second part of a broken quotation is a new sentence, it 
begins with a capital letter. 


“Come back soon,” he said. “We are expecting some 
2 
guests.” 


If the quotation is only a fragment of a sentence it does not begin 
with a capital letter. 


Having little substance or coherence, his speech 
appeared to be “spontaneous overflow of powerful 
feelings.” 


The American universities, observed a Chinese 
student, are “athletic associations in which certain 
opportunities for study are provided for the feeble- 
bodied” 


When a quoted passage consists of more than one paragraph, 
place quotation marks at the beginning of each paragraph and at 
the end of the entire passage. Do not place quotation marks at 
the end of any paragraph but the last. 


Single quotation marks are used to enclose a quotation within a 
quotation. 


“What do you suppose Ahmad meant when he said 
‘you bore me’?” Hamid said plaintively. 


Use quotation marks to enclose titles of chapters’ 
articles, other parts of books or magazines, short 
poems, short stories, and songs. 


In his poem “Shikwa” Iqbal pours out his anguish 

over the pathetic conditions of the Muslims. 

His article “Sources of Renewable Energy” was 

published in June, and it greatly influenced the 

thinking of the national planners and policy makers. 
Quotation marks to set off words. Words used in some special 


way within a sentence are often set apart by quotation marks or 
by italics. 


A word used as word. A word used as a word or as an example 
rather than for its meaning 1s italicised or enclosed in quotation 
marks. 


People often confuse the meanings of “affect” and 
“effect” 


Some writers use its in place of it’s and vice versa. 


Apologetic use of slang and colloquial expressions: In serious 
writing, a colloquial expression is sometimes put in quotation 
marks to show that the writer knows it is not considered 
appropriate in formal usage. 


The speeches in the conference indicated that many 
nations consider us little more than “fall guys.” 


Words used Derisively: Sometimes a writer may use quotation 
marks around a term to show that it is being used derisively or 
sarcastically. 


This remarkable piece of “art” consists of a large 
canvas covered with mud. 

He is so “genteel” that he avoids any reference to 
human body. 


When used with quotation marks, the other marks of punctuation 
are placed according to the following rules: 


Commas and periods are always placed inside the closing 
quotation marks. 


“I pay the school master,” said the philosopher, “but 
it is the schoolboys who educate my son.” 


semicolons and colons are always placed outside the closing 
quotation marks. 


Universities are “the cathedrals of the modern age”; 
they shouldn’t have to justify their existence by 
utilitarian criteria. 


Question marks and exclamation points are placed inside the 
closing quotation marks if they belong with the quotation; 
otherwise they are placed outside. 


“Is the intellect always fooled by the heart?” asked 
the student. 

Did he say, “we are going”? 

Did he ask, “Are we going?” 


Ellipsis /.../ 
An ellipsis is used to perform the following functions. 
To indicate any omission in quoted material: 


The use of three spaced periods, called an ellipsis (plural, 
ellipses) indicates that one or more words have been omitted 
from quoted material. If an ellipsis comes at the end of a 
sentence, the sentence period is retained. 


Nothing and no one can destroy the Chinese 
people.... They yield... but they never break. 

I would die for my country... but I would not let my 
country die for me. 


To indicate that an entire paragraph or an entire line or more of 
poetry has been omitted. A full line of ellipsis is used 


To indicate interruptions in thought or hesitation in speech. 


The fact that an opinion has been widely held... is no 
evidence whatever that it is not utterly absurd. 


He fainted again, and when he came to, he uttered his 
last sentence, “Tell... mother I... died... for my 
country.” 
Apostrophe 
An apostrophe (‘) is used to mark contractions, the plural form 
of some expressions, and the possessive case of nouns. 
Apostrophe in contractions 


When a contraction is appropriate in writing, an apostrophe is 
used to indicate the omission of one or more letters. 


can’t Pil It’s 
don’t Pm O’clock 


An apostrophe is used with dates from which the first figures are 
omitted. 


The ‘93 class highlights of ‘97 


The apostrophe, it may be noticed, always falls at the exact place 
at which a letter or letters have been omitted. 


Apostrophe in possessive forms 


To form the possessive case of a singular noun, an apostrophe 
and an s are added. 


Hamid’s book for heaven’s sake 
the boss’s office 


N. B. when a word of more than one syllable ends in an s sound, 
the singular possessive may be formed by adding the apostrophe 
alone. 


the witness’ testimony for conscience’ 
sake 


To form possessive case of plural noun ending in s, only an 
apostrophe is added. 
the scholars’ lodge the soldiers’ marching 
songs 
A few plural nouns that do not end in s form the possessive by 
adding an apostrophe and an s just as singular nouns do. 


In hyphenated words and names of organisations only the last 
word is possessive in form. 

father-in-law’s business Zafar Law 

Associates’ office 
The words minute, hour, day, week, month, year, etc., when used 
as possessive adjectives require an apostrophe. 

this year’s crop a week’s delay 
Apostrophe in plurals of letters and figures 

There are two S’s two /’s in this word. 

That happened back in 1940’s. 

The answer should have two 8’s in tt. 

The last exercise had more +’s than-’s. 


Exercise 


Punctuate the follo wing passages 


Aristotle the great greek philosopher was tutor to the 
future king alexander the great. One day they were 
doing a lesson in mathematics which required many 
calculations. alexander always impatient suddenly 
threw aside his work and exclaimed why must I go 
through these little steps why cant I get the answer 
immediately I m the future king. There is no royal 
road to knowledge answered his tutor 


A well known bore was seated opposite Prof. Cyprian 
at a dinner party. During a lull in the conversation he 
leaned toward the professor and said you know Prof. 
cyprian I passed your house this morning. Thank you 
said Prof. Cyprian quietly. Thank you very much. 
Clare Luce former American ambassador to Italy tells 
about a big reception in Rome when the handshaking 
line suddenlystopped leaving a flustered american 
girl standing in front of the ambassador. Oh Mrs. 
Luce she said its so wonderful to be over here in 
Rome seeing all these old romantic ruins and you too. 
Dorothy Parker asked by an annoying guest at a party 
if she had ever had her ears pierced murmured no but 
I have often had them bored. 


A man of mediocre intellect who had become a 
prominent politician in Ceylon once amazed 
parliament with a brilliant speech. As he sat down 
amid thunderous applause a single voice in the 
Opposition cried out Author author. 


It is not easy to be natural before an audience. actors 
know that. When you were a child say four years old 
you probably could have mounted a platform and 
talked naturally to an audience. But when you are 
twenty-four or forty-four what happens when you 
mount a platform and start to speak. Do you retain 
that unconscious naturalness that you possessed at 
four? You may but it is almost certain that you will 
become stiff and stilted and mechanical and draw 
back into your shell like a snapping turtle. The 
problem of training adults in public speaking is not 
one of superimposing additional characteristics it is 


largely one of removing impediments of getting 
people to speak with naturalness. 

An employment office was checking on an applicants 
list of references. How long did this man work for 
you a former employer was asked. About four hours 
was the quick reply. Why he told us he had been 
there a long time said the caller. Oh yes answered the 
ex-employer he was here for two years. 


Exercise 


Punctuate the follo wing passage: 


Failure is probably the most fatiguing experience a 
person ever has. There is nothing more enervating 
than not succeeding being blocked not moving ahead. 
It is a vicious circle. Failure breeds fatigue and the 
fatigue makes it harder to get to work which 
compounds the failure. 

We experience this tiredness in two main ways as 
start up fatigue and performance fatigue. In the 
former case we keep putting off a task that we are 
under some compulsion to discharge. Either because 
it is too tedious or too difficult we shirk it. And the 
longer we postpone it the more tired we feel. 

Such start up fatigue is very real even if not actually 
physical not something in our muscles and bones. 
The remedy is obvious, though perhaps not easy to 
apply an exertion of will power. The moment I find 
myself turning away from a job or putting it under a 
pile of other things I have to do I clear my desk of 
everything else and attack the objectionable item 


first. To prevent start up fatigue always tackle the 
most difficult job first. 


Years ago when editing Great Books of the Western 
World I undertook to write 102 essays one on each of 
the great ideas discussed by the authors of those 
books. The writing took me 2/2 years working at it 
among my other tasks seven days a week. I would 
never have finished if I had allowed myself to write 
first about the ideas I found easiest to expound. 
Applying my own rule I determined to write the 
essays in strict alphabetical order from angel to world 
never letting myself skip a tough idea. And I always 
started the days work with the difficult task of essay 
writing. Experience proved once again that the rule 
works. 
Performance fatigue is more difficult to handle. Here 
we are not reluctant to get started but we cannot seem 
to do the job right. Its difficulties appear 
insurmountable and however hard we work we fail 
again and again. That mounting experience of failure 
carries with it an ever increasing burden of mental 
fatigue. In such a situation I work as hard as I can 
then let the unconscious take over. 

Stress Pattern of Words 

All English words with more than one syllable have a stress 

pattern. In dictionaries strongly stressed syllable of a word is 

marked with a heavy accent mark (^) and a weaker stress, if any, 

with a lighter accent (^). Here are a couple of entries from the 

Chambers English Dictionary: 


Immediately after the main entry in bold face there is phonetic 
respelling of the words which indicate where the main accent 


falls. This information provided by all good dictionaries is 
indispensable to know the correct pronunciation of words. 


Given below is a list of commonly used—and commonly 


mispronounced—words. Consult your dictionary to find out the 
syllable which carries the main accent in each case. 


argue 
minister 


molecular 


monogamy 


immovable 


opinion 


orchestra 


omelette 


origin 


oxygen 


ozone 


parabola 


altemate 
peculiar 


photography 
exponent 


Africa 
enthusiasm 


operate 
diagonal 


algebra 
topography 


preface 
periodicity 


indefinite 
extempore 


Canvass 


principal 
elephant 


cathedral 
calculate 


precipitate 
perpendicular 


alternative initial 
indicate exodus 
tribute 


trigonometry 


agent 


popular 


immortal 


premeditate 


prestige dissect 


infantry 


triangle 


incomparable 


transfer 


transformable 


extrapolate 


cement 
interim 


magnitude 


majesty 


Radar 


Notice 


Window 


peninsula 


October 


penalty 


thermodynamics 


arithmetic 


thermometer 
minimum 


cemetery 
duplicate 


peripheral 
geography 


purpose 
metallurgist 


lyceum 
equivalent 


impossible 
plasticity 


mobile 
metallography 
iron 

electridty 


hippopotamus 
illustrate 


January 
temperature 


passenger 
components 


sociology 


hydrogen 


eighteen 


centenary 
examinable 


volunteer 


purview 


general 


patience 


dynamic 


insignificant 


generate 


interest 


parallel 


variable 


incinerate diagram 
extraordinary 


legitimate deformation 
informative 
separable conceptual 
interesting 
parameter beginning 
satellites 
particle machine 
cucumber 
energy vector 


impermeable vocabulary 
homogeneity 


scientific unanimity 


generate 


occur 


fitness 


although 


cassette 


however 


career 


library 


pattern 


V—WMiscellaneous Expressions in Usage 


First or open conditions 


First conditional sentences with if refer to a possible or a probable happening in the future. Its structure 
comprises if + present and will + infinitive. 


If you apply for a job with an important company like Int. Air, you will 
have to make a good impression. 


If we play tennis, I will win. 
Note 


Should can be a present or a future form. 

The future form of must is will have to. 

Exercise 

Write the verbs in these first conditional sentences in the right tenses. 
We (to let) you know if you (to be) on the short-list. 
If you (to be) short-listed, you (to have) another interview. 
If you (to join) us, you (to spend) a fortnight in London. 
You (to work) as part of a team if you (to get) the job. 


Second conditions 


In these type of sentences we use special tenses with if when we are talking about unreal 
situation—things that will probably not happen, situations that are untrue or imaginary, 
past events that did not happen, and similar events. In these cases we use would and past 
tense to ‘distance’ our language from reality. 

If I knew her name, I would tell you. 

He would be perfectly happy if he had a car. 

What would you do if you lost your job? 


This structure can be used to make a suggestion sound less definite (for example if you 
want to be more polite). 


lf | were etc 


We often use were instead of was after if. This is common in both formal and informal 
styles. In a formal style it is much more common than was, and many people consider it 
more correct, especially in American English. The grammatical name for this use of were 
is ‘subjunctive’. 


If I were rich, I would spend all my time travelling. 


If my nose were a little shorter, I would be quite pretty. 

Note that were is not normally used instead of would be in polite requests. 
We should be grateful if you would be so kind as to let us have your cheque 
as soon as possible. (not ...if you were so kind.) 

Polite requests 

I would be grateful if you could is used in business letters to make polite requests. 


Exercise 


Rewrite these requests, using this form: 


Please give me further information about the post. 

I would be grateful if you could give me further information about the post. 
Please send me an application form. 

I want you to tell me how much the salary is. 

Please send me details of the job you advertised. 

I want you to give me a description of the post. 

Please return my curriculum vitae. 

Please tell me what qualifications you require. 


Wishful thinking 


Sometimes we say something in the same second condition structure, which will never 
really be true. For example: 


If I had a camera, I would change the whole history of photography. 
If I were the prime minister, I would eliminate poverty from the country. 


If...was/were to 


This is another way of talking about unreal or imaginary future events. 
If the boss was/were to come in now, we’d be in real trouble. 
What would you do if I was /were to lose my job. 
It can be used to make a suggestion less direct, and so more polite. 
If you were to move your chair a bit, we could all sit down. 
This structure is not used with state verbs: 


If I knew her name I would tell you. (not were to know) 


Future in i/#—clauses 


We normally use a present tense with if (and most other conjunctions) to refer to future. 
I'll phone you if you have time. 
But we use if...will when we are talking about later results rather than conditions. 


I'll give you Rs. 100 if you stop smoking. (Stopping smoking is a condition 
of getting the money- it must happen first.) 

Pll give you Rs. 100 if itll help you to go on a holiday.(The help is a 
result- it follows the gift of money.) 


If...should; if...happen to 


We can suggest that something is unlikely, or not particularly probable, by using should 
(not would) in the if- clause. 


If you should run into Junaid, tell him he owes me a letter. 
If you happen to has a similar meaning. 

If you happen to pass a supermarket, perhaps you could get some eggs. 
Should and happen to can be used together. 

If you should happen to finish early, give me a ring. 
Would is not normally used in the main clause in these structures. 


If he should be late, we’ ll have to start without him.(not would) 
Impossible past or third conditions 


We use the third conditional about past events where the condition cannot be fulfilled 
because the action in the if clause did not happen. Notice how the third conditional is 
formed: 


Would (not) + have + past participle; if + had (not) + past participle 
They wanted to see you again because you did well at your first interview. 


They wouldn’t have wanted to see you again if you hadn’t done well at 
your first interview. 


Exercise 


Express these sentences in the third conditional: 
I didn’t go to university because I didn’t have the opportunity. 
I moved because I didn’t have a good job. 
Because my father died I left school at sixteen. 


I missed the train because there was a traffic jam. 
She didn’t get the job because she wasn’t qualified. 
Because you weren’t on Scale III, you didn’t have four weeks’ holiday. 


If only 


We can use if only to say that we would like things to be different. It means the same as 7 
wish but is more emphatic. The clause with if only often stands alone, without a main 
clause. We use the same tenses after if only as after J wish. 


Past, to talk about the present 
If only I knew more people. 
If only I was/were better looking. 
Would + infinitive to refer to the future 
If only it would stop raining, we could go out. 
If only somebody would smile. 
Past perfect (had + past participle) to refer to the past 
If only she hadn’t told the police, everything would have been all right. 


Unless 


Unless has a similar meaning to if not, in the sense of ‘except if’. 


Come tomorrow unless I phone. (=...if I don’t phone/except if I phone.) 
I'll take the job unless the pay is too low. (if the pay isn’t too low.) 


Pll be back tomorrow unless there is a plane strike. 
When unless cannot be used 


Unless (except if) can be used instead of if not when we refer to exceptional 
circumstances which would change a situation (see above examples). We do not use 
unless to refer to something negative that would be the main cause of the situation that 
we are talking about. 


My wife will be very upset if I don’t go back tomorrow. (not unless I go 
back) 


If the speaker doesn’t get back, this will be the main cause of his wife’s unhappiness- if 
not doesn’t mean except if. 


IP Il be surprised if he doesn’t have an accident soon. (not unless) 
She’d look nicer if she didn’t wear so much make-up. (not unless) 


Special use of ‘get’ 
Get + past participle 


Get can be used with a past participle. This structure often has a reflexive meaning, to 
talk about things that we ‘do to ourselves’. Common expressions are get washed, get 
dressed, get lost, get drowned, get engaged/married/divorced. 


You have five minutes to get dressed. 
She is getting married in June. 


Get + past participle is also used to make passive structures, in the same way as be + 
past participle. 


My watch got broken while I was playing. 
He got caught by the police while driving very fast. 
This structure is less often used to talk about longer, more deliberate, planned actions. 


Our house was built in 1872. (not got built) 

Parliament was opened on Thursday. (not got opened) 
Get + object + past participle 
This structure can be used to mean “finish doing something’. The past participle has a 
passive meaning. 

It will take me another hour to get the washing done. 

After you have got the children dressed, can you make the beds? 


Another meaning is ‘ arrange for something to be done by somebody else’. 
I must get my hair cut. 
You ought to get your watch repaired. 


We can also use the same structure to talk about things that happen to us. In this case, get 
means ‘experience’. 

We got our roof blown off in the storm last week. 

I got my car stolen twice last year. 
Get...ing;get + infinitive 
Get...ing is sometimes used informally to mean ‘start...ing’, especially in the expressions 
get moving, get going. 


We’d better get moving—it’s late. 


Question tags 


In conversation we frequently add tags to a statement to make a question. Rewrite these 
questions using question tags. 


Are you enjoying it? 

You're enjoying it, aren’t you? 

I hope they haven’t made a mistake? 
They haven’t made a mistake, have they? 


Exercise 


Is that what you wanted? 

Do I need a new cheque book? 

Will you send me a monthly statement? 

I hope that doesn’t stop you spending it? 
Do you want to come with him? 

I hope they haven’t got the amount wrong? 


Would like 


The expression Would you like (to do) can be used to offer something or to ask someone’s preference. Write 
sentences from these notes using Would you like.... 


What/drink What would you like to drink? 
Something to drink Would you like something to drink? 
Where/work Coffee or tea 


Something to eat Travel by train or plane 

What time/come How/travel 

When/leave Work in a factory 
Rather or prefer to 
These sentences offer you a choice or ask about preferences. Reply using /’d rather (do) 
or I'd prefer to (to do) 

Would you like to work in a factory? (rather/office) 

Pd rather work in an office. 


Would you like to work in a factory? (prefer/office) 
I’d prefer to work in an office. 


Would you like to go to the cinema? (rather/theatre) 
Would you like to travel abroad? (prefer/stay at home) 
Would you like to go to university? (rather/get job) 
Would you like to be a secretary? (rather/manager) 


Would you like to go shopping on Wednesday? (prefer/wait until Thursday) 
Affect and effect 


Affect is a verb. It means ‘cause a change in’ or ‘influence’. 
The cold weather affected everybody’s health. 


Effect is usually a noun meaning ‘result’ or ‘change’. The expression to have an effect on 
is similar to affect. 


The war seriously affected petrol prices. 

The war had a serious effect on petrol prices. 
In a formal style, effect can also be used as a verb, meaning ‘carry out’, ‘cause to 
happen’. 


We did not effect much improvement in sales last year. 


Afraid 


afraid and fear 

In an informal style, be afraid is more common than fear. 
Don’t be afraid. (Not don’t fear.) 
Are you afraid of the dark? 
She is afraid that I might find her. 

I’m afraid = I’m sorry 


I am afraid (that) often means ‘I am sorry to tell you (that). It is used to introduce 
apologetic refusals and bad news. 


I’m afraid (that) I can’t help you. 
I’m afraid that there’s been an accident. 
‘Can you lend me a pound?’ ‘I’m afraid not.’ 
‘It’s going to rain.’ ‘Yes, I’m afraid so.’ 

Not used before a noun 


Afraid is one of the adjectives that are not usually used before a noun in ‘attributive 
position.’ 


John’s afraid. 
John is a frightened man. (not an afraid man.) 


We often use very much instead of very before afraid, especially when I’m afraid means 
‘I’m sorry to tell you.’ 


I’m very much afraid he’s out. 


Also, as well, and too 


1. Position 


Also, as well and too have similar meanings, but they do not go in the same position in 
clauses. Also usually goes with the verb, in mid-position; as well and too usually go at the 
end of aclause. As well is less common in American English. 


She not only sings; she also plays the piano. 
She not only sings; she plays the piano as well. 


She not only sings; she plays the piano foo. 
2- Reference 


These words can refer to different parts of a clause, depending on the meaning. Consider 
the sentence ‘we have meetings on Sundays as well. This can mean three different things: 


(Other people have meetings on Sundays, and) we have meetings on 
Sundays as well. 


(We do other things on Sundays, and) we have meetings on Sundays as well. 


(We have meetings on other days, and) we have meetings on Sundays as 
well. 


When we speak, we show the exact meaning by stressing the word or expression that 
also/as well/too refer to. 


Imperatives and short answers 


As well and too are used in imperatives and short answers, but not usually also. 
Give me some bread as well, please. (More natural than Also give me...) 
‘She’s nice.’ ‘Her sister is as well.’ (More natural than also) 
‘Tve got a headache.’ ‘I’ve too.’ (More natural than ‘/ also have.’ ) 
In very informal speech, we often use me too as a short ans wer. 
‘I’m going home.’ ‘Me too.’ 
More formal equivalents are So am I or Iam too, but not Jalso. 
Also referring to whole clause 
Also can be used at the beginning of aclause to refer to the whole clause. 


It’s a nice house, but it’s very small. Also, it needs a lot of repairs. 
Too in a formal style 


In a formal or literary style, too can be placed directly after the subject. 


I, too, have experienced despair. 


As, because, since and for 
All four of these words can be used to refer to the reason for something. They are not 
used in the same way. 


as and since: 


as and since are used when the reason is already known to the listener/reader, or when it 
is not the most important part of the sentence. As- and since-clauses often come at the 
beginning of sentences. 


As it’s raining again, we’ ll have to stay at home. 
Since he had not paid his bill, his electricity was cut off. 


As- and since-clauses are relatively formal; in an informal style, the same ideas are often 
expressed with so. 


It’s raining again, so we’ ll have to stay at home. 
Because 


Because puts more emphasis on the reason, and most often introduces new information 
which is not known to the listener/reader. 


Because | was ill for six months, / lost my job. 
When the reason is the most important part of the sentence, the because-clause usually 
comes at the end. It can also stand alone. Since and as cannot be used like this. 
Why am I leaving? I’m leaving because I’m fed up! 
(Not.... I’m leaving as/since I’m fed up!) 
“Why are you laughing?’ ‘Because you look so funny.’ 
A because-clause can be used at the end of a sentence to say how one knows something. 
You didn’t tell me the truth, because I found the money in your room. 
(=.... I know because I found...) 


for 


For introduces new information, but suggests that the reason is given as an afterthought. 
A for-clause could almost be in brackets. For-clauses never come at the beginning of 
sentences, and cannot stand alone. For, used in this sense, is most common in a formal 
written style. 


I decided to stop and have lunch— for I was feeling hungry. 
as if and as though 
meaning 


as if and as though mean the same. We use them to say what a situation seems like. 


It looks as if/though it’s going to rain. 
I felt as if/though I was dying. 


She was acting as if/though she was in charge. 
tenses 


We can use a past tense with a present meaning after as if/though. This shows that a 
comparison is ‘unreal’. Compare: 


She looks as if she’s rich. 
(Perhaps she is rich.) 
He talks as if he was rich. 
(But he is not) 
You look as though you know each other. 
Why is she looking at me as though she knew me? I’ve never seen her 
before in my life. 
However, we do not use a past perfect for a past unreal comparison. 
He talked as if he was rich, but he wasn’t. 
(NOT....as if he had been rich....) 
In a formal style, were can be used instead of was in an ‘unreal’ comparison. 
This is normal in American English. 
He talks as if he were rich. 
informal use of like 


In an informal style, like is often used instead of as if/though, especially in American 
English. This is not considered correct in a formal style. 


It seems like it’s going to rain. 
He sat there smiling like it was his birthday. 
Had better 


Meaning 


We use had better to give strong advice, or to tell people what to do (including 
ourselves). 


You'd better turn that music down before your Dad gets angry. 
It’s seven o’ clock. I’d better put the meat in the oven. 


Had better may suggest a threat. It is not used in polite requests. Compare: 
Could you help me, if you’ ve got time? (request) 
You'd better help me. If you don’t, there’ II be trouble. (order/threat) 


Had better refers to the immediate future. It is more urgent than should or ought. 
Compare: 


‘I really ought to go and see Fred one of these days.’ ‘Well, you’ d better do 
it soon—he’s leaving for South Africa at the end of the month.’ 


Note that had better does not usually suggest that the action recommended would be 
better than another one that is being considered—there is no idea of comparison. The 
structure means ‘It would be good to ..... ’, not ‘It would be better to....’. 


forms 


Had better refers to the immediate future, but the form is always past (have better is 
impossible). After had better we use the infinitive without to. 


It’s late—you had better hurry up. 
(NOT....You have better...) 
(NOT....You had better hurrying/to hurry...) 
In British English, better can come before had for emphasis. 
‘I promise I’ Il pay you back.’ ‘You better had. 
We normally make the negative with had better not + infinitive. 
You'd better not wake me up when you come in. 
(You hadn’t better wake me... is possible but very unusual.) 
A negative interrogative form Hadn’t.... better....? Is possible. 
Hadn’t we better tell him the truth? 
Normal un-emphatic short ans wer forms are as follows: 
‘Shall I put my clothes away?’ ‘You’ d better!’ 
‘He says he won’t tell anybody.’ ‘He’ d better not.’ 
Had is sometimes dropped in very informal speech. 
You better go now. 
I better try again later. 


Happen 


Happen can be used with a following infinitive to suggest that something happens 
unexpectedly or by chance. 


If you happen to see Joan, ask her to phone me. 


One day I happened to get talking to a woman on a train, and she turned out 
to be a cousin of my mother’s. 


In sentences with if, the idea of by chance can be emphasised by using should before 
happen. 


Let me know if you should happen to need any help. 
Lest 


Lest has a similar meaning to in case or so that...not. It is very rare in modern British 
English, and is found mostly in older literature and in ceremonial language. It is a little 
more common in formal American English. 


They kept watch all night lest robbers should come. 
We must take care lest evil thoughts enter our hearts. 


Lest can be followed by a subjunctive verb in a formal style to emphasise the importance 
of the action/idea. 


The government must take immediate action, lest the problem of child 
poverty grow worse. 


For fear that is used in a similar way, and is also unusual in modern English. 


He hid in the woods for fear that the soldiers would find him. 
Although and though 


Although + clause + clause 
Clause + (al) though + clause 


Clause + though 
1. Conjunctions 


Both these words can be used as conjunctions, with the same meaning. In informal 
speech, though is more common. 


(Although the government refuses to admit it, its economic policy is in 
ruins. 


(Al)though I don’t agree with him, I think he is honest. 
Pd quite like to go out, (although it is a bit late. 


We use even though to emphasise a contrast. (Even although is not possible.) 


Even though I didn’t understand a word, I kept smiling. 
2. Though used as an adverb 


We can use though as an adverb, to mean ‘however’. 


“Nice day.’ “Yes. Bit cold though.’ 
The strongest argument, though, is economic and political. 


Much and many 
1. The difference 


Much is used with singular nouns; many is used with plurals. 

I haven’t got much time. 

How much of the roof needs repairing? 

You can have as much of the milk as you like. 

I don’t know many of your friends. 

She didn’t stay for as many days as she had intended. 
2. Much/many + noun 


We can use much and many before noun phrases as determiners. We do not generally use 
of when there is no other determiner (e.g. article or possessive). 


She didn’t eat much breakfast. (not much of....) 
There aren’t many large glasses left. (not many of....) 


However, much of can be used without a following determiner in a few cases, for 
instance, personal and geographical names. 


I have seen too much of Howard recently. 
Not much of Denmark is hilly. 
3. Much/many of + determiner + noun 
Before determiners (e.g. a, the, my, this) and pronouns, we use much of and many of. 
You can’t see much of a country in a week. 
How much of the house do you want to paint this year. 
I won’t pass the exam: I have missed too many of my lessons. 
You didn’t eat much of tt. 
How many of you are there? 
4. Much/many without a noun 
We can drop a noun after much or many, if the meaning is clear. 
You haven’t eaten much. 
‘Did you find any mushrooms?’ ‘Not many.’ 


Note that much and many are only used like this when a noun has been dropped. They are 
not used as the complements of nouns: other structures are used. 


There was not much (food). 
That’s too much (food). (But not the food wasn’t much.) 


Because you couldn’t say the food wasn’t much food. 


Many is not usually used alone to mean ‘many people’. 


Many people think it’s time for a change. (Not Many think....) 
5. Much as adverb 


We can use much as an adverb. 
I don’t travel much these days. 


Much can come before some verbs expressing enjoyment, preference and similar ideas, 
especially in a formal style. 


I much appreciate your help. 


We much prefer the country to the town. 
Janet much enjoyed her stay with your family. 


Small and little 


Small simply refers to size. It is the opposite of big or large. 
Could I have a small notebook, please? 
You are too small to be a policeman. 
Usually, the adjective little not only refers to size, but also expresses some emotion. 


Poor little thing- come here and let me look after you. 


What’s that nasty little boy doing in our garden? Tell the little beast to go 
out. 


They’ ve bought a pretty little house in the country. 
In a few fixed expressions, little is used in the same way as small or short. 


Little finger the little hand of a clock 
A little while a little way 


Until 
1. Until and till 


These two words can be used as prepositions and conjunctions. They mean exactly the 
same. Till is informal in British English (in American English, till is the preferred 
informal spelling). 


OK, then, I won’t expect you until/till midnight. 
P Il wait until/till I hear from you. 


The new timetable will remain in operation until June 30. 
2. Until/till and to 


To can sometimes be used as preposition of time with the same meaning as until/till. This 
happens after from... 


I usually work from nine to five. (OR from nine until/till five.) 
We can also use to when counting the time until a future event. 

It’s another three weeks to the holidays. (OR...until/till the holidays.) 
In other cases, to is not generally used. 


I waited for her until six o’clock, but she didn’t come. (Not I waited for her 
to six o0’clock.) 


3. Place and quantity: until/till not used 


Until and till is used only to talk about time. To talk about distance, we use to, as far as 
or up to; up to is also used to talk about quantity. 


We walked as far as/up to the edge of the forest. (Not till the edge...) 
The minibus can hold up to thirteen people. (Not until thirteen...) 
You can earn up to Rs. 500 a week in this job. 


It is sometimes possible to use until/till before a place name in the sense of ‘until we get 
to...’ 


You drive until the park and then P I take over. 
4. Tenses with until 


Present tenses are used to refer to the future after until. 
P Il wait until she gets here. (Not until she will get here.) 
Present and past perfect tenses can emphasise the idea of completion. 
You are not going home until you have finished that report. 


I waited until the rain had stopped. 
5. Structure with not until 


In a literary style it is possible to begin a sentence with not until..., using inverted word 
order in the main clause. 


Not until that evening was she able to recover her self-control. 
Not until I left home did I begin to understand how strange my family was. 


Worth 
1. Worth a few pounds 


Worth can be followed by a noun phrase which describes the value of something. 
That piano must be worth a few pounds. 
I don’t think their pizzas are worth the money. 
‘Shall I talk to Rob?’ ‘It’s not worth the trouble.’ 

In questions about the value of something, either what or how much can be used. 
What/how much is that painting worth? 

2. five pounds’ worth of 

A possessive structure can be used before worth in measurement expressions. 
Could I have a few pounds’ worth of petrol, please? 

3. It’s worth talking to him 


When we talk about the value of an activity, we can use an—ing form with worth. The— 
ing clause cannot be the subject, but we often use a structure with preparatory it. (This 
structure is more common in British than in American English.) 


It’s worth talking to Junaid. (Not... Talking to Junaid is worth.) 
Is it worth visiting Leicester? 
It can be used to refer to an action mentioned earlier. 


‘Shall we take the car?’ ‘No, it’s not worth tt.’ 


4. He’s worth talking to 


Ideas like the ones in No. 3 above can also be expressed by a structure in which the 
object of the—ing form (Junaid, the car, Leicester) is made the subject of the sentence. 
Junaid’s worth talking to. 


The car isn’t worth repairing. (Not... The car isn’t worth repairing it/worth to 
be repaired.) 


Is Leicester worth visiting? 


She is not worth getting angry with. 
5. Worthwhile 


In structures with—ing forms, worthwhile (or worth while) is sometimes used instead of 
worth, particularly to express the idea ‘worth spending time.’ 


Is it worthwhile visiting Leicester? 
Infinitives are also possible after worthwhile. 


We thought it might be worthwhile to compare this year’s accounts with last 
year’s. 


Note also the structure worth somebody’s while. 
Would you like to do some gardening for me? P ll make it worth your while. 
(=...Pll pay you enough.) 

6. Well worth 

Worth can be modified by well. 


Leicester’s well worth visiting. (Not...very worth...) 
Least and fewest 


1. The least as determiner: superlative of little 


The least is used before uncountable nouns as a determiner referring to quantity; it is the 
superlative of little (=not much), and the opposite of most. 


In a ‘slow bicycle race’, the winner is the person who travels the least 
distance in one minute without falling off or turning round. 


Note also the expression the least of (=smallest of), used before plural abstract nouns. 


‘What will your mother think?’ ‘That’s the least of my worries.’ 
Any...at all 


The least can have a similar meaning to ‘any...at all’. This happens mostly before 
singular abstract nouns in ‘non-assertive’ contexts: for instance in questions, negative 
clauses and if-clauses. 


Do you think there’s the least chance of Labour winning the elections? 
‘What’s the time?’ ‘I haven’t got the least idea.’ 


She is not the least bit afraid of horses. 
3. The fewest as determiner: superlative of few 


The fewest is used before plural nouns as the superlative of few. 
The translation with the fewest mistakes isn’t always the best. 


Least is often used instead of fewest before plural nouns (...the least mistakes), especially 
in an informal style. Some people feel this is incorrect. 


4. (the) least with adjectives: the opposite of (the) most or (the) ...est 
(The) least is used before adjectives in the same way as (the) most or (the)...est, but with 
the opposite meaning. 
The least expensive holidays are often the most interesting. 
Don’t give the job to Keith: he’s the least experienced. 
I’m least happy when I have to work at weekends. 
5. Least as adverb 


Least can be used as an adverb (the opposite of most). 


She always arrives when you least expect it. 
I don’t much like housework, and I like cooking least of all. 


6. At least 

At least means ‘not less than (but perhaps more than).’ 
‘How old do you think he is?’ ‘At least thirty.’ 
He has been ill at least eight times this year. 


We can also use at least as a discourse marker to suggest that one thing is certain or all 
right, even if everything else is unsatisfactory. 


We lost everything in fire. But at least nobody was hurt. 
7. Not in the least 


We can use not in the least in a formal style to mean ‘not at all’, especially when talking 
about personal feelings and reactions. 


I was not in the least upset by her bad temper. 
She did not mind working late in the least. 


American and British English 


These two varieties of English are very similar. There are a few differences of grammar 
and spelling, and rather more differences of vocabulary and idiom. Modern British 
English is heavily influenced by American English, so some of the contrasts are 
disappearing. Pronunciation is sometimes very different, but most American and British 
speakers can understand each other without great difficulty. 


Grammar 


Here are examples of the most important differences. Note that in many cases two 
different forms are possible in one Varity of English, while only one of the forms is 
possible or normal in the other variety. 


American English British English 

He just went home. He is just gone home. 

Or He’s just gone home. 

Do you have a problem? Have you got a problem? 
Or have you got a problem? 


I’ve never really gotten to know her. I’ve never really got to know her. 


I (can) see a car coming. Ican see acar coming. 


Will you buy it? ‘I may’. I may (do). 
(on the phone) Hello, is this Susan? Hello, is that Susan? 
It looks like it is going to rain. It looks as if/like it’s going to rain. 
He looked at me real strange. 


(Very informal) 


He looked at me really strangely. 


or He looked at me really strangely. 

(formal) 

He probably has arrived by now. He has probably arrived by now. 

Or He has probably arrived. 

Besides get and fit some other irregular verbs have different forms in British and 


American English. 


Vocabulary 


There are very many differences. Some times the same word has different meanings (GB 
mad=crazy; US mad= angry). And very often, different words are used for the same idea 
(GB lorry = U S truck). Here are a few examples, with very brief information about the 


words and their meanings. 
American English 
airplane 

anyplace, anywhere 
apartment 

area code 

attorney lawyer 
busy 

cab/taxi 

call collect 

can 

candy 

check/bill 
coin-purse 

cookie , cracker 


corn, sweet 


British English 
aeroplane 

anywhere 

flat/ apartment 
dialling code (phone) 
barrister, solicitor 
engaged (phone) 

taxi 

reverse the charges (phone) 
tin 

sweets 

bill (in a restaurant) 
purse 

biscuit 


corn, maize 


crib 

crazy 

cuffs 

diaper 

doctor’s office 
dumb, stupid 
elevator 

eraser 

fall , autumn 
faucet, tap 
flashlight 
flat(tire) 

french fries 
trash, garbage 
garbage can, trashcan 
gas(oline) 

gear shift 
highway, free way 
hood 
intersection 

mad 

mail 

mean 

movie, film 
one-way (ticket) 
pants, trousers 
pavement 

pitcher 
pocketbook, purse, handbag 
(potato) chips 


railroad 


cot 
mad 
turn-ups (on trousers) 
nappy 
doctor’s surgery 
stupid 
lift 
rubber ,eraser 
autumn 
tap (indoors) 
torch 
flat tyre, puncture 
chips 
rubbish 
dustbin, rubbish bin 
petrol 
gear lever (on a car) 
main road, motorway 
bonnet (on a car) 
crossroads 
angry 
post 
nasty 
film 
single (ticket) 
trousers 
road surface 
jug 
handbag 
crisps 


railway 


raise rise (in salary) 


rest room public toilet 

round trip return (journey/ticket) 
schedule, timetable timetable 

sidewalk pavement 

sneakers trainers (=sports shoes) 
spigot, faucet tap (out doors) 

stand in line queue 

stingy mean (opposite of ‘generous ’) 
store, shop shop 

subway underground 

truck van, lorry 

trunk boot (of a car) 

two weeks fortnight, two weeks 
vacation holiday(s) 

windshield windscreen (on a car) 

zee zed (the name of the letter ‘z’ 
zipper zip 


Expressions with prepositions and particles 


American English British English 
Different from/than Different from/to 
Check something (out) Check something 
Do something over/again Do something again 
Live on X street Live in X street 

On a team In a team 


Monday through/to Friday Monday to Friday 


